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Introduction 


Excel 2007 is the best new version of Excel. 


This hook is a short, quick look at Excel 2007 and is designed to introduce 
you to its wonderful new features. It was originally conceived to have 25 
cool things. In the end, there are 40 chapters. Excel 2007 has so many cool 
visual features that I decided to publish the book in color. 


The first 20 or so chapters are features that are new in Excel 2007. The 
major new stuffis up front, followed by some minor features. Chapters 20- 
34 are a mix of features that have been improved, or perhaps old features 
that I think you might not have discovered, Chapters 35-40 show you 
some of the things you can do with the new Excel. 


Tve been using pre-release versions of Excel 2007 since October 2005. I 
am finishing this book on November 12, 2006 — the day that that RTM 
version of the product was made available to corporations. I've long since 
gotten over the trepidation of not being able to find anything on the ribbon 
and I see that this is a great new release. I hope that my experiences over 
the last year will help you to enjoy this release of Excel. 


Bill Jelen 


Introducing the 
Ribbon 


Ifyou are a regular at MrExcel,com, you undoubtedly know and love the File — Edit ~ View — Insert 
— Format — Tools - Data - Window — Help menu bar that has been at the top of Excel for two 
decades, 


Figure 1.1 
If you are an Excel pro, you 
probably know this menu bar 
inside and out. 


Unfortunately, Microsoft no longer loves the menu bar. In fact, they have completely abandoned. 
the menu bar and the toolbars in favor of something called the Ribbon. 


Why would they fix something that was not broken? Well, perhaps the menu system actually was 
broken. Excel pros knew where to find everything on the menu, but it was pretty hopeless for a 
person new to Excel to ever navigate to Edit — Fill — Justify to learn that you could have Excel 
behave a little bit like a word processor. The chances of them finding Data ~ import External Data 
— New Web Query to learn that their dashboards could put data from a table directly on a website 
were bleak. 


In fact, I've heard that the Office team will visit customers and ask what new features the customer 
would like in Excel. Most of the time, someone asks for something that was added 10 years ago. 

The conclusion: There is a lot of powerful functionality in Excel that customers have not been able 
to discover. Instead of adding new features, Microsoft could instead make it easier for everyone 
to find the features that already exist. (In reality, Excel 2007 offers many fantastic new features, 
plus a new menu system that will help customers find previously existing features. Excel 2007 is 
the best new version of Excel since Excel 97.) 


Figure 1.2 
Icons are classified in logical 
groups within each ribbon tab 


2 Introducing the Ribbon 


‘The ribbon is the new user interface at the top of Excel, PowerPoint, Word, and Access 2007. The 
ribbon is also present in the Compose Mail portion of Outlook 2007, 


The ribbon is comprised of icons and words grouped into several tabs. In Excel, many of the editing 
icons are on the Home ribbon. Within the Home ribbon, icons are further classified into groups. In 
Figure 1.2, there are four icons in the Clipboard group of the Home ribbon and 11 icons in the Font 
group of the Home ribbon. 


When I wrote Special Edition Using Excel 2007, the editorial style included the group name in the 
menu path, For example, the QUE book might say to “Select Home, Clipboard, Format Painter”. 
During the course of writing the book, I started to think it was a bit strange to indicate that 
someone should select Clipboard. In reality, you would click on Home and then click on the Format. 
Painter within the Clipboard group. In this book, I will say "Select Home ~ Format Painter". 


The Most Important Choices Are Behind the Office Ieon! 


In the original version of Excel 2007, there was a File choice along the ribbon. For some unknown 
reason, Microsoft replaced the File choice with a funny looking round Office icon. This is downright 
confusing, because the most important commands for working with Excel are behind this icon. 


Click the Office Icon and you will find most of the settings that used to he on the File menu in Excel 
2003 (see Figure 1.3). 


Figure 1.3 
Why Microsoft would hide the 
most important commands 
behind an icon instead of the 
word File is a mystery. 
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Using Dialog Box Launchers 


In the lower right corner of some ribbon groups, you will see a tiny icon showing a diagonal arrow. 
‘This icon is a dialog box launcher, Click the icon to open a dialog box similar to the dialogs with 
which you are familiar from Excel 2003. 


Figure 1.4 
The mouse pointer is pointing to the dialog 
box launcher in the Font group of the 
Home ribbon. You will ind another dialog 
box launcher in the Alignment tab of the 
ribbon, 


Making the Ribbon a Bit More Like a Menu 


While there is nothing you can do to bring back the legacy Excel menu and toolbars, you can make 
the ribbon behave a bit more like a menu. 


‘Type Ctrl+F1 or right-click the ribbon and choose Minimize the Ribbon. Excel hides the ribbon as 
shown in Figure 15. 


Figure 1.5 
Clri*F1 hides the ribbon, 
leaving only the tab 
names. ^ = West 


4 Introducing the Ribbon 


After the ribbon is hidden, you have more room to work with your document. You also can click. 
any ribbon tab name at any time to open the ribbon temporarily. In Figure 1.6, I've selected Page 
Layout — Size ~ Legal. After clicking Legal, Excel returns the ribbon back to the view in Figure 1.5. 
(At least this feels more like a typical menu system.) 

Figure 1.6 

Click a selection and the 

ribbon expands. 


‘Tip: See Where Can I Find That on the Ribbon? on page 9 for a complete mapping 
from the old menu to the new ribbons. See Keyboard Shorteuts on page 19 for 
information on how to add buttons to the Quick Access Toolbar. 


Using Context-Sensitive Ribbons 


Occasionally, new tabs will appear on the right side of the ribbon. These ribbons will appear when 
the current selection includes SmartArt graphics, Charts, Drawings, Pictures, Pivot Tables, Pivot. 
Charts, Worksheet headers, Tables, or Ink, or when you are in Print Preview mode. 


‘These new ribbon tabs will stay visible as long as you are working on the selected object. When 
you select a cell outside of the object, Microsoft Excel 2007 will immediately put away the ribbon 
tabs. 


Figure 1.7 
The SmartArt Tools are 
controlled using two ribbon 
tabs: Design and Format 
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Selecting from a Gallery in the Ribbon 


Some ribbon elements are comprised of a gallery of many different options. In Figure 1.8, the 
Chart Layouts gallery shows three thumbnails at a time. 
Figure 1.8 
Three buitons at the right side of 
the gallery allow you to scroll up, 
down, or to open the entire gallery 


You can use the up and down arrow button to scroll through three thumbnails. Or, click the More 
button to open the gallery and see all of the options at once (see Figure 1.9), 
Figure 1.9 
The third button next to the gallery is 
the More button. Click that button io 
see all of the choices at once. 


Using Live Preview 


Many features of Excel 2007 offer a Live Preview feature. With Live Preview, you can simply hover 
over a choice and see a preview of that choice in the worksheet. This allows you to quickly browse 
many settings without actually committing to a change 
Figure 1.10 
This setting is called Birds Eye 
Scene. | think this setting is very 
hard to read, so | appreciate that 1 
can hover, see how awful it is, and 
then go on to something better 


6 Introducing the Ribbon 


Unfortunately, it is an odd mix of features that supports Live Preview. You will have to use trial 
and error to identify these features, 


Ifyour computer is slow, you can turn off Live Preview. Use the Office Icon menu — Excel Options. 
In the Popular eategory, uncheck the box for Enable Live Preview. 


Figure 1.11 
Use the Office Icon menu - Excel 
Options to disable Live Preview if 
it bogs down your computer. 


nthe Ran 


Customizing the Ribbon 


While it used to be easy to customize any toolbar, Microsoft has removed this functionality from 
the Excel user interface. To customize the ribbon, you now need to be able to write XML code. 


Patrick Schmid has authored a COM add-in that will let you easily customize the ribbon. Patrick 
plans ta offer a freeware and a premium version at http/pschmid.net. 


Learning Where to Find Things 


‘The most difficult part of the new Ribbon is figuring out where to find commands that you knew 
from Excel 2003, The next chapter, Where Can I Find That on the Ribbon?, provides a mapping to 
show you how to find the popular commands. 


Where Can I Find 
That on the Ribbon? 


‘The number one problem for someone upgrading to Excel 2007 is figuring out where to find a 
particular feature in the ribbon. 


After upgrading, I found myself wondering, "Where would they have put pivot tables? Are they on 
the Data ribbon?" (No — they are on the Insert ribbon!) 


‘This chapter is going to map, in color, where to find all of the menu items from Excel 2003. It will 
cover the regular menu plus the Standard and Formatting toolbars. 


For the purpose of this chapter, I've color keyed the Excel 2007 ribhon tabs: 


Figure 2.1 
The colors used on this 
Graphic correspond to colors 
used in later figures. 


Home Review eloper 
The File Menu 


Mast of the commands on the legacy File menu are now on the Office Icon button (yellow squares 
in Figure 2.2). The Workspace functionality is on the View ribbon. Web Page Preview is no longer 
on the ribbon — you can add it to the Quick Access Toolbar (QAT) if it is a feature that you use. See 
‘Taming the QAT & Finding the Mini Bar on page 25 for more information on the QAT. 


The Edit Menu 
Nearly the entire Edit menu is on the Home ribbon. Undo & Redo are on the QAT. The Links 


command is now buried deep under Office Icon — Finish. For object editing, watch for context. 
sensitive ribbon tabs to appear when you have selected the object. 


View Menu 


About half of the old View menu is now located on the View ribbon. The concept of toolbars and 
the task pane has been removed from the interface. Other commands are spread among the Insert, 
Review, and Page Layout ribbons, 


The Insert Menu 


‘The top selections on the Excel 2003 Insert menu have been promoted to the Home ribbon, Other 
commands are on the Insert, Page Layout, and Formulas ribbons. 


s 


Where Can I Find That on the Ribbon? 


Figure 2.2 
Excel 2003 File menu 

The pink blocks on the ight 
side corresponds to the 
Page Layout tab in pink in 
Figure 2.1 


Figure 2.4 
Excel 2008 View 
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Figure 2.3 
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Figure 28 Figure 27 
Excel 2003 Excel 2003 Tools 
Format menu menu 
Row 
Column Pvt 
Sheet panera 
AutoFormat.. oes 
Condtional Formatting. 
Figure 2.8 
Excel 2003 Data 
Figure 2.9 
Excel 2003 
Window menu 
pa 
Po 
Home Review per 


The Format Menu 

Nearly all of the commands on the Format menu now appear on the Home ribbon. One command, 
Format ~ Sheet - Background, is now on the Page Layout ribbon. 

The Tools Menu 

The former Tools menu commands have been broken up between several different ribbon tabs. You 
will find the commands on the Review, Formulas, Home, Data, and Developer tabs. The Add-Ins 
and Options commands are now in the Excel Options button, located on the Office Icon menu. 
‘The Data Menu 

Mast of the Excel 2003 data menu is on the Excel 2007 Data ribbon, but several key elements 
are elsewhere. Filter & Sort appear on both the Home and Data ribbon. Pivot Tables ~ the most 
powerful feature in Excel — are, strangely, located on the Insert ribbon. The XML commands have 
been moved to the Developer ribbon. 


‘The Window Menu 
The entire Excel 2003 Window menu is now on the Excel 2007 View Menu. 
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The Help Menu 


The Help command has been moved to a question mark icon at the right edge of the ribbon. The 
Office Assistant has been completely removed from the program. All of the remaining items on the 
Help menu are now in the Resources category of Excel Options. 


The Standard Toolbar 


‘The former Standard toolbar has been split between the Office icon, the Review ribbon, the Home 
ribbon, the QAT, and the Insert tab. Read Taming the QAT & Finding the Mini Bar on page 30 to 
learn how to put these icons on your Quick Access Toolbar 


‘The Formatting Toolbar 


‘The entire Formatting toolbar is now on the Home ribbon. 


Figure 2.10 
Excel 2003 Help menu 


Show the Office Assistant 


Microsoft Office Online 


Contact Us 


Check for Updates 
Detect and Repair... 
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Figure 2.12 
Excel 2003 Formatting toolbar 
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Now Office leon - New 
Open. Office Icon — Open 
Close Office Icon — Close 
Save Office Icon — Save 
pA ES Save As Web Page from Save As dialog 


Save as Web Page, 


Office Icon - Save As 


‘Save Workspace 


View - Window - Save Workspace. 


File Search, 


No equivalent. 


Permission - Unrestricted 
Acces 


‘Office Icon - Finish - Restrict Permission - Unrestricted Access 


Permission - Do Not 
Distribute, 


Office Icon - Finish - Restrict Permission - Do Not Distribute 


Permission - Restrict 
Permission As. 


Office Icon - Finish - Restrict Permission - Restrict Permission As 


Web Page Preview 


‘Add to QAT using Excel Options 


Page Setup. 


Page Layout - Page Setup. 


Print Arca - Set Print Area 


Page Layout - Page Setup - Print Area - Set Print Area 


Print Area - Clear Print 
Area 


Page Layout - Page Setup - Print Area - Clear Print Area 


Print Preview 


Office Icon - Print - Print Preview 


Print. 


Office Icon - Print - Print 


Send To - Mail Recipient. 


‘Add to QAT using Excel Options 


Send To - Mail Recipient 
(for Review). 


Add to QAT using Excel Options 


Send To - Mail Recipient 
(as Attachment) 


Office Icon - Send - E-Mail 


Send To - Routing 
Recipient. 


No equivalent. 


Send To - Exchange 
Folder. 


Add to QAT using Excel Options 


‘Send To - Recipient using 
Internet Fax Service. 


‘Office Icon - Send - Internet Fax 


Properties 


View - Show/Hide — Properties 


Le:\Filename.xls 


Office eon —1 


Exit 


Office Icon - Exit Excel 
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u Excel 2007 Ribbon 


'he Edit Menu 


QAT - Undo 


QAT - Repeat 


Home - Clipboard - Cut 


Home - Clipboard - Copy 


Office Clipboard. 


Home - Clipboard 


Paste Home - Clipboard - Paste 
Paste Special Clipboard - Paste - Paste Special 

Paste as Hyperlink "Home - Clipboard - Paste - Paste as Hyperlink 
Fill - Down Home - Editing - Fill - Down 

Fill - Right Home - Editing - Fill - Right 

Fill- Up Home - Editing - Fill - Up 

Fil Le Home - Editing - Fill - Left 

Fill - Across Worksheets... | Home - Editing - Fill - Across Worksheets 
Fill: Series... Home - Editing - Fill - Series 

Fill - Justify Home - Editing - Fill - Justify 

Clear - All Home - Editing - Clear - Clear All 


Clear - Formats. 


Home - Editing - Clear - Clear Formats 


Clear - Contents. 


Home - Editing - Clear - Clear Contents 


Clear - Commenta 


Home - Editing - Clear - Clear Comments. 


Delete. Home - Cells - Delete 
Delete Sheet Home - Cells - Delete - Delete Sheet 
“Move or Copy Sheet... Home - Cells - Format - Move or Copy Sheet 
Find, Home - Editing - Find & Select - Find 
Replace "Home - Editing - Find & Select - Replace 
Go To. Editing - Find & Select - Go To. 
Links.. (Office Icon - Finish - Edit Links to Files. 
Object Context specific ribbon tabs 
'he View 
Excel 2003 Menu E: 
Normal View - Workbook Views - Normal 
Page Break Preview View - Workbook Views - Page Break Preview 
Task Pane No equivalent 


Toolbars - Standard 


No equivalent 


Toolbars - Customize. 


Office Icon - Excel Options - Customization 
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View - Show/Hide - Formula Bar 


No equivalent 


Header and Footer. 


Insert - Text - Header & Footer 


Comments 


Review - Comments - Show All Comments 


Custom Views. 


Page Layout - Sheet Options - Custom Views. 


Full Screen. View - Workbook Views - Full Sereen 

Zoom, View - Zoom - Zoom 

Cells, Home - Cells - Insert - Insert Cells 

Rows Home - Cells - Insert - Insert Rows 

Columns Home - Cells - Insert - Insert Columns 

Worksheet Home - Cells - Insert - Insert Sheet 

Chart. Insert - Charts 

Symbol Insert - Text - Symbol 

Page Break. Page Layout - Page Setup - Breaks - Insert Page Break 
Function. Formulas - Function Library - Function Wizard 


‘Name - Define. 


Formulas - Named Cells - Name Manager 


Name - Paste. 


Formulas - Named Cells - Use In Formula - Paste 


‘Name - Create, 


Formulas - Named Cells - Create from Selection. 


Name - Apply. 


Formulas - Named Cells - Name a Range - Apply 
Names 


"Name - Label 


Formulas - Named Cells - Name a Range 


Comment 
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Insert - Illustrations - Clip Art 


Picture - From File. 
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The Format Menu 


Excel 2003 Menu 


Excel 2007 Ribbon 


Cell Home - Cells - Format - Cells 
Tow - Height, Home - Cells Format - Height 
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Row - Hide Home - Cells - Hide & Unhide - Hide Rows 
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Sheet - Unhide. Sheet - Unhide. 

Sheet Background Page Layout - Page Setup Background 

Sheet - Tab Color Home - Cells - Format - Tab Color 
AutsFormat. Home -Stsle - Format as Table 

Conditional Formatting, Home - Style - Conditional Formatting. 

Sil. Home - Style - Cell Styles 


Excel 2003 Menu 


Spelling 


The Tools Menu 
Excel 2007 Ribbon 


Review 


Proofing - Spelling. 


Research.. 


Review - Proofing - Research 


Error Checking. 


Formulas - Formula Auditing - Error Checking 


Speech - Show Text To Speech Tool- 
bar 


No equivalent 


Shared Workspace. 


Add to QAT using Excel Options. 


Share Workbook... 


Review - Changes - Share Workbook. 


"Track Changes - Highlight Changes. 


Review - Changes - Track Changes - Highlight Changes 


‘Track Changes - Accept or Reject 
Changes. E e 


Review - Changes - Track Changes - Accept or Reject 
Changes 


Protection - Protect Sheet. 


Home - Cells - Format - Protect Sheet 


Protection - Allow Users to Edit 
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Review - Changes - Allow Users to Edit Ranges 


Protection - Protect Workbook 


Review - Changes - Protect Workbook 


Protection - Protect and Share Work- 
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Review - Changes - Protect Sharing. 


Online Collaboration - Meet Now 


Add to QAT using Excel Options. 
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Online Collaboration - Schedule 
Meeting. 


Add to QAT using Excel Options 


Online Collaboration - Web Discus- 


No equivalent. 
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‘Add to QAT using Excel Options 


Import External New Web Query. 


Data - Get External Data - From Web 
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‘Add to QAT using Excel Options. 


Import External Edit Query. ‘Add to QAT using Excel Options. 
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Add to QAT using Excel Options 


List - Discard Changes and Refresh. 


‘Add to QAT using Excel Options 


List - Hide Border of Inactive Lists 


No equivalent 


XML - Import, 


Developer - XML - Import 


XML Export. 


Developer -XML - Export 


XML - Refresh XML Data 


Developer - XML - Refresh XML Data 


XML -XML Source. 


"Developer - XML - XML Source. 


XML - XML Map Properties. 


Developer - XML - Map Properties 


XML -Edit Query. 


Developer - XML - Edit Query 


XML - XML Expansion Packs. 


Developer - XML - Expansion Packs 


Refresh Data. 


‘Data - Manage Connections - Refresh. 


Where Can I Find That on the Ribbon? n 


Excel 2003 Menu 


The Wndow Menu 
Excel 2007 Ribbon. 


New Window. 


View - Window - New Window 


"Arrange. 


View - Window - Arrange All 


Compare Side by Side with Macro to 


View - Window - View Side by Side. 


List MenuBars.xla 
Hide View - Window - Hide 

"Unhide. View - Window - Unhide 

Split View - Window - Split 

Freeze Panes View - Window - Freeze Panes 

T Book View - Window - Switch Window 


12003 Menu 


The Help Menu 


el 2007 Ribbon 


‘Microsoft Excel Help Question mark at right end of ribbon 
Show the Office Assistant. ‘No Equivalent 

Mist offe Onfa Office Icon - Excel Options - Resources - Microsoft Ofice 
Contact Us. Office Icon - Excel Options - Resources - Contact Us 

Check for Updates Office Icon - Excel Options - Resources - Check for Updates 
Detect and Repair... Office Icon - Excel Options - Resources - Detect & Repair 
Activate Product.. Office Icon - Excel Options - Resources - Activate Product. 

a ian Os 
"About Microsoft Office Exeet | Offce Icon - Excel Options - Resources - About Microsoft 


Excel 


Excel 2003 


The Standard Toolbar 
Excel 2007 Ribbon. 


New Office Icon - Now 
Open. Office Icon - Open. 
Save Office Icon - Save 
Office Icon - Finish - Restrict Permission - Unrestricted 
Permission ee 
E-Mail Office Icon - Send - Email 
Print Office Icon - Print - Quick Print 
Print Preview Office Icon - Print - Print Preview 
Spelling [Review - Proofing - Spelling 
Research Review - Proofing - Research 
Cut [Home - Clipboard -Cut 
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Copy 


Home - Clipboard - Copy 


Paste 


"Home - Clipboard - Paste 


Format Painter 


Home - Clipboard - Format Painter 


Undo 


QAT - Undo 


Redo 


QAT - Repeat 


Insert Hyperlink. 


Insert - Links - Hyperlink. 


AutoSum 


"Home - Editing - Sum 


Sort Ascending Home - Editing - Sort & Filter - Sort Ascending. 
Sort Descending ‘Home - Editing - Sort & Filter - Sort Descending 
Chart Wizard Insert - Charts 

Drawing No Equivalent. 

Zoom. View - Zoom - Zoom. 

Help ‘Question mark at right end of ribbon 

Font Home - Font - Font 

Font Size Home - Font - Font Size. 

Bold Home - Font - Bold. 

Teale Home -Font - Italic 

Underline "Home - Font - Underline 

Align Left Home - Alignment - Align Left 

Align Center Home - Alignment - Align Center 

Align Right Home - Alignment - Align Right 

Merge & Center ‘Home - Alignment - Merge - Merge & Center 
Currency Style Home - Number - Accounting Number Format 


Percent Style 


"Home - Number - Percent Style 


Comma Style 


Home - Number - Comma Style 


Increase Decimal 


Home - Number - Increase Decimal 


Decrease Decimal 


Home - Number - Decrease Decimal 


Increase Indent 


Home - Number - Increase Indent 


Decrease Indent 


"Home - Number - Decrease Indent 


"Borders 


Home - Font - Border 


Fill Color 


Home - Font - Fill Color 


Font Color 


Home - Font - Font Color 


Keyboard Shortcuts 


When Excel gurus hear that Microsoft changed the menu system, they are often most concerned 
about all of the shortcut keys that they previously learned. 


In Excel 97 ~ Excel 2003, most menu items had a single letter underlined, If you wanted to selected 
Edit ~ Fill — Justify from the menu, you simply had to hold down the Alt key while typing the. 
underlined letter from each menu selection. Thus, Alt«E«1«J would allow you to quickly select the 
Justify command. 


There are a few menu commands that I have memorized and I can type those shortcuts in my. 
sleep. 


In 80% of the cases, Excel 2007 will support your knowledge of legacy shortcut keys. 


All Ctrl Key Shortcuts Continue to Work 
Any Ctrl key shortcuts will continue to work. Some of the popular Ctrl shortcuts: 
© Ctrl+B for Bold 
* Ctrl for Italics 
© Ctrl+U for Underline 
© Ctrl+A to select All 
© Ctrl+C to Copy 
* CtliXtoCut. 
© Ctrl+V to Paste 
© Ctr¥Z to Undo 


‘Most Alt Shortcuts for Edit, View, Insert, Format, Tools, and Data Will Work 


When you press Alt+E, Alt+V, Alt+I, Alt«O, Alt+T, or Alt«D, Excel 2007 enters a special Office 
2003 compatibility mode. A box appears in the top center of the screen showing the Office 2003 
access keys that you have entered so far. When you enter enough keys to invoke a menu command 
in Excel 2003, the command will be invoked in Excel 2007. 
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In Figure 3.1, two-thirds of the keystrokes for Edit-Fill-Justify have been selected. When you 
strike the J, Excel will invoke the Justify command. 


Figure 3.1 
Jue the tp snows | Office 2003 access key: ALT, E, L 
the keys you have pressed 

‘so far. It would have been Continue typing the Office 2003 menu 
helpful if they would have 

shown Edit — Fit 


key sequence, or press Escape to cancel. 


Caution! While this feature is good in theory, it does not work fast enough in the beta. There is 
a slight delay when you press Alt+E, I find that I usually have typed the I+ before the Office 
2003 access key window appears. So, to use the Alt keyboard shortcuts that you've memorized 
from Office 97-2003, you have to type them a bit slower than normal. 


Tip: Alt«F (File), Alt+W (Window), and Alt+H (Help) behave differently. 
Read about these keys below. 


Using the Office 2007 Keyboard Shortcuts 


Ifyou are a fan of using the keyboard, you might have noticed one problem in Excel 2003, There 
were often menu items that did not have a keyboard shortcut. In Excel 2007, every menu item can 
be selected from the keyboard. 


‘To access the new keyboard shortcuts, press and release the Alt key on the keyboard, 
Excel displays a single-character keyboard shortcut for each tab of the ribbon. 

Tfany contextual ribbon tabs are visible, they will have a two-character shortcut key. 

All of the icons on the QAT are assigned a numeric keyboard shortcut. The first nine items are 
assigned the keys 1 through 9. Icons after that are assigned a two-character shortcut starting with 
Figure 32 

Press and release 


Alt to see the new 
shortcut keys. 
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When you press F, H, N, P, M, A, R, or W, Excel displays the appropriate tab of the ribbon. The 
original shortcut key tips are replaced with new keytips that allow you to select any of the items 
in the ribbon, Figure 3.3 shows the key tips for the Data ribbon. 


Figure 3.3 
Press a shortcut key for the poi 
Data ribbon and you wil see the m 
Data shortcut keys. " mw dee 


Some of the key tips make sense: A for Sort Ascending; D for Sort Descending; W for What If; V for 
Validation. Other shortcuts just seem to use the loft aver letters. 

T you type W to select What If Analysis, its dropdown provides you with three new shortcut keys 
from which to select items, 


Figure 3.4 
As you type additional 
shortcut keys, new shortcut 
keys appear until you finally 
actually select a command. 


Scenario Manager... 
Goal Seek... 
Data Table. 


While the keyboard shortcuts for the QAT will constantly change, depending on how your QAT is 
customized, you should find that the keyboard shortcuts for the ribbon will remain constant. You 
can memorize that Alt+A+A will sort in ascending order. Alt+A+W+G will open the Goal Seek 
dialog. 
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Accessing the Old File and Window Menus 


In Excel 2003, Alt+F would open the File menu, Alt+W opened the Window menu, In Excel 2007, 
these keystroke combinations do not show the Office 2003 keyboard shortcut window. Instead, 
Alt+F opens the Office Icon menu and Alt+W opens the View ribbon. 


Many of the keyboard shortcuts in the Office Icon menu match the same shortcuts as in the File 


Figure 3.5 
‘AltsF opens the 
Office Icon menu. 


Thus, AlteF+S was File — Save in Excel 2003, and this combination still 
executes a Save in Excel 2007. 


Alt+F+D+A in Excel 2003 was File — Send to — Mail Recipient as Attachment. 
In Excel 2007, Alt+F+D still gets you to the Send menu, but now E is used 
to send a file as an e-mail attachment and A is used to send a file as an XPS 
attachment (Microsoft's new open source file format meant ta compete with 
Adobe PDF). 


Figure 3.6 
‘Some of the old keystrokes don't 
uite work. If you had memorized 
AlFIDSA itis now AlF+O¥E, | | Sena copy ot te document to ots people | 
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Pressing Alt+W in Excel 2003 opened the Window menu. The commands on the old Window menu 
were New Window, Arrange, Compare Side by Side, Hide, Unhide, Split, and Freeze Panes. 


Pressing Alt+W in Excel 2007 opens the View ribbon, All of the keyboard shortcuts (N, A, B, H, U, 
S, and F) perform identical actions in Excel 2007. 
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Figure 3.7 
Al of the AW 
shortcuts from Excel 
2003 stil work. 


Note: In Excel 2003, Alt+W:+2 would switch to the next open workbook. To do 
this in Excel 2007, use Ctrl+Tab, 


Accessing Commands on the Excel 2003 Help Menu 
Microsoft has simply abandoned the Alt+H command to access commands on the Excel 2003 Help 
‘The Office 2007 paradigm is that Alt+H takes you to the Home menu. 


‘This is not a horrible loss, since there were not many commands on the Excel 2003 Help menu that. 
you would have accessed using Alt+H. Alt+H+H would open Help, but the F1 key did, too, and 
‘continues to be a faster way to access Help. 

Bonus Tip: Using the Keyboard to Enter Formulas 

This trick is not new, but it is a faster way to enter formulas. In fact, the trick originated with 
Lotus 1-2-3 back in the 1980s. If you are a fan of using the keyboard, you should learn this method 
for entering formulas, 


Say that you need to enter a formula in B8 a shown in Figure 3.8. 


Figure 3.8. 
The fastest way to enter "i Davis had 7 donuts. He gave 2 to Zeke 
‘and bought 4 more at the store. How 
[many donuts does Davis have? 


this formula is the arrow 
key method. 


l. Start in cell BS. Type either an equals sign or a plus sign. If you regularly use the numeric 
keypad, it is easier to type a plus sign. 


2. Press the up arrow three times. Excel shows a flashing cursor around cell B5. The provisional 
formula in B8 shows -B5. 
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3. Type a minus sign to continue the formula. The flashing box disappears. The focus returns to 
cell B8. If you want to point to cell B6, type the up arrow two times. The provisional formula 


now show: 


/-B6, 


Figure 3.10 
"When you type a math 
sign, the focus returns 
to the original cell It 
required two up arrow 
presses to arrive at B8. 


4. Type a plus sign. 
5. Type the up arrow to move to B7. 
6. Type the Enter key to accept the formula, 


Figure 3.11 
‘The final formula 


Figure 3.9 
BB is sill the active 
ell (thick border), but 
you are pointing to BS 
(dashed border) 


+ 4 
Essa 


-85-B6487 


Davis had 7 donuts. He gave 2 to Zeke 
land bought 4 more at the store. How 


many donuts does Davis have? 


«lees «ns ] =| 


If you try it, you will find that typing -*11-t «t «Enter» is far faster than using the mouse to 


enter the formula, 


Taming the QAT & 
Finding the Mini Bar 


Although you now understand why Microsoft eliminated the menu and toolbars in favor of a 
ribbon, there is still one fundamental problem, In a toolbar system, there were certain icons that. 
were always available at the top of your screen. 


In Excel 97-2003, you always had quick access to icons for bold, italics, cut, paste, align right, 
decrease decimal, sort ascending, print preview, the chart wizard, and more, 


With Excel 2007, these icons are spread across seven ribbon tabs, so the odds are that you will 
not always have access to the various icons that you might need. Microsoft addresses this problem 
with the Mini Toolbar and the QAT (Quick Access Toolbar). 


* The Mini Toolbar is a floating toolbar that fades into view whenever you select text in Excel. 
‘This toolbar offers 17 formatting icons. Surprisingly, however, itis fairly rare in Excel to select 
text. Selecting an entire cell does not count ~ you actually have to select characters within the 
cell. 

* ‘The Quick Access Toolbar (QAT) is a toolbar that is always visible near the ribbon. While the 
QAT initially contains four icons (Save, Print Preview, Undo, and Redo), you can customize 
the QAT to hold all of your favorite icons. One set of customizations can apply to all workbooks 
opened on the computer, while a second set of icons can be defined to open for each specific 
workbook. 


Finding the Mini Toolbar 


Ifyou have used Outlook 2003, you might be familiar with toolbars that fade in. When you receive 
a new Outlook message, a notifier box starts to appear in the lower right corner of the screen. This 
notifier shows the subject line, the first words in the message, and icons to immediately delete or 
open the e-mail. If you are busy working on a document and ignore the notifier, it slowly fades 
away. However, if you move the mouse towards the notifier, it solidifies so that you have time to 
hit the Delete button in order to eliminate the mail if it is junk. 


‘The Mini Toolbar uses similar technology. I think it will appear much more frequently in Word 
and PowerPoint than it will appear in Excel. It is possible to use Excel 40 hours a week and never 
see the Mini Toolbar appear. 


Note: During the beta period, Microsoft has variously called this feature a "Mini Bar", “Mini 
Toolbar" and a ^Floaty". While I prefer visiting the “Mini Bar’, it looks like “Mini Toolbar" will 
win out in the final version. When I write books for QUE, the editorial guidelines there state 
that the "T" in toolbar is never capitalized. While I generally agree with this, to me, "Mini 
"Toolbar" is just a bad replacement for “Mini Bar’, and so I will capitalize the T. After all, you 
wouldn't drive a “Mini cooper” automobile, would you? 
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‘The Mini Toolbar is elusive in Excel for two reasons, First, itis relatively hard to select characters 
within a cell in Excel. It is easier in Excel charts or SmartArt graphics to select characters, but it 
is relatively rare to select just a few characters inside of a cell. Second, on many computers, the 
‘Mini Toolbar initially appears in a completely invisible state! If you don't move the mouse pointer 
towards the completely invisible Mini Toolbar, it will never appear. 


In Figure 4.1, the Mini Toolbar is just starting to appear after double clicking a chart title to select 
the characters in the title. The toolbar is so light that it is difficult to guess if it will even show up. 
as this book goes through the printing press. The Mini Toolbar starts just above the ^r" in Chart, 


Figure 4.1 
Select some text and a nearly 
invisible Mini Toolbar starts to 


appear. 


Ifyou then hold the mouse still, the Mini Toolbar will remain in its nearly invisible state. If you 
move the mouse left or down, the Mini Toolbar will become completely invisible. 


However, if you move the mouse right or up by a few pixels, the Mini Toolbar fades completely into 


Figure 4.2 
Move towards the Mini Toolbar and 
it solidifies. 


‘The theory behind the Mini Toolbar is that a leading reason for selecting text is that you might be 
planning on formatting the text. The Mini Toolbar puts sixteen popular formatting commands at 
your mousetip. You can do a fair amount of formatting without ever having to visit the ribbon or 
the QAT. In Figure 4.3, the font face, font size, fill color, line color, italics, and font color have all 
been changed using the QAT. 


Figure 4.3 
While Lam not suggesting this is a good 
looking title, all of the changes from 
Figure 42 to Figure 4.3 were initiated 
using the Mini Toolbar. 
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Although the Mini Toolbar only contains 16 icons, a few of those icons lead to dropdown menus 
with significant variations. In Figure 4.3, the gradient was added using the options under the 
paint bucket icon, as shown in Figure 4.4. 


Figure 4.4 
Some icons on the Mini Toolbar 
lead to menus with hundreds of 
options. 


Mini Toolbar Tips and Notes 
‘There are a couple of tips and notes for using the Mini Toolbar. The next sections discuss these tips. 
Versions of the Mini Toolbar 


‘The figures shown previously in this chapter represent the Mini Toolbar when you are formatting 
a chart title. If you cause the Mini Toolbar to appear when you are editing text within a cell, there 
are some buttons that do not apply. 


 Quadruple-click any non-blank cell and move the mousepointer up and to the right, An abbreviated 
version of the Mini Toolbar with seven icons will appear. It doesn't make sense to change the 
indentation of just a few characters in a cell, so Excel produces this version of the Mini Toolbar, 
shown in Figure 4.5. 


Figure 4.5 
I you select characters within 
a cel, an abbreviated Mini 


Toolbar appears. 
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Right-Click Any Cell to Access the Mini Toolbar 


Ifyou right-click any cell, the full Mini Toolbar appears above the cell. This is by far an easier way 
to invoke the toolbar than by selecting characters within the cell. 


Customizing the Mini Toolbar 


In Excel 2007, you cannot customize the Mini Toolbar, While it would be cool if Microsoft would let 
you add buttons to the toolbar, they have not enabled that functionality for this release 


Ican predict that the Mini Toolbar found in this book and the Mini Toolbar in your version of Excel 
will be slightly different. Since the first beta came out, customers have been lobbying Microsoft 
to add other buttons ta the Mini Toolbar. Buttons have come and gone in each release of the beta. 
Some last minute lobbying will undoubtedly cause a button to be added after this book goes to 
press, 

Ithink that the fervor with which people are discussing the Mini Toolbar suggests that it would be 
great if Microsoft would let you customize the Mini Toolbar. Maybe this will be available in Excel 
n. 


When Does the Mini Toolbar Completely Disappear? 


As discussed previously, if you move towards the Mini Toolbar, it solidifies. If you move away from 
the Mini Toolbar, it disappears. You can move your mouse from southwest to northeast and cause 
the Mini Toolbar to fade into and out of view. 


However, once your mouse strays a certain distance from the selection, the Mini Toolbar disappears 
and will not reappear until you reselect the text. 


This distance is based on pixels, In general, though, if you move approximately 10 rows away from. 
the selection in a spreadsheet with the default font and zoom, you will have hit the limit and the 
‘Mini Toolbar will permanently disappear. 


Ican sce many situations where you would move away from the selection (for example, to respond 
to an incoming e-mail notification). Once you've moved too far away from the selection, you will 
either have to re-select the text or use the formatting icons in the Home ribbon. 


Permanently Disabling the Mini Toolbar 


‘The Mini Toolbar is fairly elusive in Excel and will rarely get in your way. However, if you would 
like to permanently disable the feature, you can do so, 

From the Office Icon menu, choose Excel options. The very first setting in the Popular category 
is Show Mini Toolbar On Selection. Uncheck the box shawn in Figure 4.6 to disable the Mini 
‘Toolbar. 


Figure 4.6 
Use this setting to permanently 


disable tne Mini Toobar. [ 
pem 
recta {oto won wth el 
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Using the QAT 


The QAT is always visible in Excel. Even if you minimize the ribbon, the QAT will remain visible. 
This makes the QAT a great place to store icons that you use frequently. With clever customization. 
of the QAT, you can minimize the need to access anything on the various ribbon tabs 


The QAT can either appear above or below the ribbon. While the QAT appears a little more stylistic 
above the ribbon, it is more functional below the ribbon. When the QAT is below the ribbon, it 
requires less movement of the mouse to reach the QAT. Also, when it is below the ribbon. you have 
more space to add buttons to the QAT before the QAT starts squeezing the area used for the file 
name of the currently active workbook. 


To change the location of the QAT, right-click on the QAT and choose Show Quick Access Toolbar 
Below the Ribbon, as shown in Figure 4.7. 


Figure 4.7 


Right-click the GAT to KO Remove from Quick Access Toolbar 
change the location 


Customize Quick Access Toolbar. 


When shown below the ribbon, the QAT appears just above the Formula bar in Excel 


Figure 4.8 
Moving the QAT below the 
ribbon gives you quicker 
access to the OAT. 
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Customizing the QAT 


Initially, the QAT is a tiny toolbar with three icons. It appears to the right of the Office Icon, above 
the ribbon tabs, as shown in Figure 4.9. 


Figure 49 
Initially, the QAT is at 
the top of the window 
with three icon 


| Home | Insert 


There are five ways of customizing the QAT: 


© Using the dropdown at the right side of the QAT to add any of 11 popular icons. 
*  Right-clicking any icon on any ribbon and choosing to add to the QAT. 

© Right-clicking any icon in the QAT and choosing Remove from Quick Access Toolbar 
*  Right-clicking the QAT to access the Customize pane of the Excel Options dialog. 

© Using the Excel Options button in the Office Icon menu to customize the QAT. 


Quickly Customizing Using the Dropdown at the Right Side of the QAT 


At the far right end of the QAT, a dropdown offers a list of 11 popular icons that you can easily add 
to the QAT. As shown in Figure 4.10, select any icons from this list to add them to the QAT. 


Figure 4.10 
Excel remembers the order in which you 
add icons to the QAT and shows the icons 


in that sequence. 
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Right-Clicking Any Icon to Add to the QAT 


When you find a useful icon in any ribbon, you can right-click the icon and choose Add to Quick 
Access Toolbar. 


Figure 4.11 " 
Right-click to add an 

icon to the end of the PM n 
oar. 


Customize Quick Access Toolbar. 
‘Show Quick Access Toolbar Abovethe Ribbon 


Minimize the Ribbon 


Note: You can even do this with icons that are in the context ribbons, such as the 
Chart Tools ribbons. Of course, if you do this, the icons will be grayed out any 
time that a chart is not active, 


‘There is a minor limitation on what can be added to the QAT. While you can add the Font Size 
dropdown to the QAT, you cannot add an individual selection from the Font Size dropdown to the 
QAT. If you were to right-click on the 36 point font size, Excel would offer to allow you to add the 
gallery to the Quick Access Toolbar. When you add a gallery, Excel adds a single icon to the QAT 
with a dropdown arrow. Open the dropdown arrow and you will see the complete set of options 
available in the gallery. Figure 4.12 through Figure 4.15 show gallery dropdowns for font size, font 
face, quick chart styles, and chart gridlines 


Figure 4.12 
The font size gallery 
dropdown offers a simple 
lst of font sizes, 


Figure 4.13 
The font face gallery 
shows all of the installed [= 
fonts in their own font 
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Figure 4.14 
‘The charting quick 
styles icon opens to dis- 
play 48 possible chart 
formats. 


Figure 4.15 
This gallery isthe result of 
adding the large gridlines 
icon from the Chart Tools 
Layout ribbon. The two 
icons to the right in the 
QAT are the individual 
menus for Horizontal 
Grdines and then 
Vertical Gridinos. 


——-—- 


manm 


Hore Primary Horizontal Gndines Options 


Right-Clicking Any Existing QAT Icon to Remove from the QAT 


If your QAT is becoming crowded, you can remove individual icons by right-clicking them and 
choose Remove From Quick Access Toolbar. 


Figure 4.16 
Right-click an icon on 
the QAT to remove it 
from the QAT. 


row Qua Aces Boar Aboretnentbon 
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Using Excel Options to Customize the QAT 


All of the previous methods show quick ways to make small customizations to the QAT. Ifyou need. 
to make many customizations to the QAT, you will want to use the full-featured customization tool 
available in Excel options. 


You can reach this tool using one of three methods: 


* Choose the Office Icon ~ Excel Options and then click on the Customize category along the left side. 
© Right-click the QAT and choose Customize Quick Access Toolbar. 
© Open the dropdown at the right side of the QAT and choose More Commands. 


‘The Customize dialog box has many powerful features. Here are tips for getting the most out of 
the dialog. 
Figure 4.17 
Using the QAT 
Customize tool 


© Select any icon in the right list box and then use the up and down buttons on the right edge of 
the dialog to re-sequence the location of the icon. 

© Select any icon in the left list box and then click the Add>> button to add this icon after the 
selected icon in the right list box. 

* The left listbox offers dozens of popular icons, but there are 31 different versions of the left 
listbox. Use the top left dropdown to choose a different version of the left listbox (see Figure 
au) Figure 4.18 

Each of these items offers 
dozens of icons that can 
bo added to the QAT. 
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© Choose Commands Not in the Ribbon from the left listbox to locate your favorite commands 
that were not popular enough to make it to the ribbon. You will find over 200 icons in this list. 
As you might guess, adding these to the QAT is the only way to access most of these commands, 
‘A selection of these icons is shown in Figure 4.19. 
Figure 4.19 
A few of the 200+ icons available 
in the "Commands Not in the 
Ribbon” category. 


* Choose Macros from the left listbox to add a custom VBA macro to the QAT. These icons are 
the only ones where you can use the Modify button. See “Adding Icons for VBA Macros to the 
QAT" below. 

© The left listbox always starts with a <Separator> entry. This is not an actual command, but 
draws a vertical bar in the QAT to break your commands into groups. 

* Ifyou want to add commands to the QAT for the current workbook only, change the top right 
dropdown to display one of the currently open workbooks. This will start a new list of icons for 
the selected workbook. 


* To restore the QAT to its original set of three icons, choose the Reset button. 
Adding Icons for VBA Macros to the QAT 

When you are customizing the Quick Access Toolbar, the left dropdown offers a setting for Macros. 
This will display all of the macros available in open workbooks, plus macros available from installed 
add-ins, Each macro has an identical icon, 


Choose a macro from the list and click the Add button to add it to the QAT. 


Figure 4.20 
Choose a macro from the left 
list and add it to the QAT. 
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After adding the macro to the QAT, you can select the macro in the right listbox and choose Modify 
‘The Modify Button dialog appears with 200 new icons. Try to find an icon that might work with 
your macro. Also, you can type a new name for the button. This name will appear as a tooltip when 
you hover over the icon in the QAT. 


Figure 4.21 
The previous version of Excel 
offered 4096 custom icons. 
Being limited to only 200 is 
an incredible disappointment. 


AEETI g 
oneeszuagnw: 


Adding Too Many Icons to the QAT 


Ifyou add too many icons to the QAT, only the first row of icons is shown on the QAT. A More Con- 
trols icon appears at the right end of the QAT. (Figure 4.22). Click the More Controls icon to see 
a second row of QAT icons. (Figure 4.23). If you have even more icons than will fit on the second 
Tow, a scrollbar at the right edge of the second row of the QAT will allow you to scroll through the 
additional icons. 


Figure 4.22 
ou have more han ona ro m 
oficons use he More Controls r E 


icon to see the rest. 


HER More controls 
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Figure 4.23. 
Even the second row 
doesn't show allofthe icons 
that have been added, 


Note: Writing a book can be deceiving. In the original outline for this book, I 
sort of dismissed the QAT and thought that this would be a one page chapter. 
Even though it is easy to customize the QAT, there are a lot of different options 
to help make the QAT useful for you. 


Caution! The previous chapter talked about using keyboard shortcuts. While it might be 
possible to memorize some keyboard shortcuts, it will be hard to memorize the keyboard 
shortcuts associated with the QAT. The QAT icons are assigned shortcut keys on the 
fly every time that you hit the Alt key. If you want to reliably memorize certain QAT 
icons, be sure to add them to the leftmost section of the QAT, before any icons that may 
occasionally be grayed out. 


Unlocking the Big 
Grid 


Excel 2007 offers more rows and columns. 
‘That is an understatement, 


‘This table shows the magnitude of the increase, but I am not sure that numbers do it justice. 


Excel 97-2003 Excel 2007 % Change 


E ] 256] (6,384 | 5 


Cells 16.7 Million 17.2 Billion 102300% 


In case you wondered how Microsoft comes up with numbers such as 16,384 and 1,084,576, these 
are powers of 2. There are 2^20 rows and 2^14 columns. 


In the prior version of Excel, you could not have daily dates for one year stretching across the 
columns. In the new version, you can show weekdays for 46 years before you run into the last. 
column (XFD). 


‘This chart helps you to visualize how large the new grid is. The green area is the size of one 
worksheet in the new Excel. The tiny yellow box in the lower left corner is the size of one worksheet. 
in the old Excel. 


Figure 5.1 
‘The yellow is the size of the old 

‘grid. The green is the size 
of the new Excel grid. 


E Unlocking the Big Grid 


What Happened to the Big Grid? 


Twas excited to see this new, larger grid in Excel 2007. The first thing that I did was to open one of 
my old workbooks. After pressing End+Down arrow and End+Right arrow, I was disappointed to 
see that I was only at cell IV65536. Here, I am in Excel 2007, yet the grid only has the old limits! 


‘This problem happens because the when you open an Excel 2003 workbook in Excel 2007, it is 
opened in Compatibility Mode. When you are in compatibility mode, you cannot access any rows 
beyond 65,536. 


‘To exit compatibility mode, follow these steps: 


1. From the Office icon menu, choose Convert. 
2. Read the note that you are about to convert the file and click OK. 


3. Read the note that the conversion was successful. In order to access more rows, you need to 
close and re-open the workbook. Click Yes to do this. 


Caution! When you perform the above steps, Excel will erase the xls version of the 


file and replace it with an Excel 2007 version of the file, If you prefer to keep both. 
versions, use File ~ Save As to save an Excel 2007 version of the file. 


After converting the file, you can see cell XFD1048576: 


Figure 5.2 
The new final cell in the 
big grid. 


Named Ranges That Can Be a Problem 


It is possible to name a range in Excel. Useful names might be "Expenses" or "TaxRate". A range 
name cannot duplicate an existing Excel cell name. 


There are a lot of three letter words that used ta be safe range names that would now be problems. 
For example, "Tax97" or "ROI2007" would have been valid names in Excel 2003, but are now cell 
addresses in Excel 2007, 
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Figure 5.3 
In Excel 2007, Tax97 is a 
coll address. 


Ifyou attempt to convert an existing file that uses a name such as Tax97, Excel will alert you and 
convert the range name to _Tax97. 


While all references in formulas will automatically update, you should check any VBA macros or 
OFFSET functions to see if they explicitly referenced the old range names. 


Who Needs This Many Cells? 


After using Excel 2007 for a year, I've never had an occasion to use 17 billion cells. However, I have 
Tun into datasets that filled AL:8675000. I've also run into CSV files from Quickbooks that had 
more than 500 columns, 


So, while you may never need 17 billion cells, there are times when you will need more than 65K 


rows or 256 columns. Microsoft realizes that changing the grid size causes a change in the file 
format. The new grid size is designed to get you through the next several versions of Excel. 


Page Layout View 


When you are getting ready to print your workbook, the new page layout tools will make the job 
easy. 

Previous versions of Excel offered two views - either Normal or Page Break Preview. Excel 2007 
adds a new view called Page Layout View. There are many advantages of Page Layout View: 

‘© Excel draws in the margins of each page as white space. 

* You can edit headers and footers in Page Layout View 


*— You can continue to work in your worksheet, adding new data, new rows, and new columns in 
Page Layout View. 


Look for a row of three icons in the lower right side of your Excel window. The three icons are for 
Normal, Page Layout View, and Page Break Preview. 


Figure 6.1 
While mast commands are on the 
ribbon, these three view icons are 
in the lower right of the screen. 


To the right of the icons, a zoom slider allows you to adjust the zoom from 10% to 400%. 
Figure 6.2 shows a worksheet at 50% zoom in Page Layout View. 


Figure 6.2 
You can see margins 
and headings in Page 
Layout view. 


Page Layout View a 


The Page Layout ribbon offers all of the print settings. You can adjust margins, sealing, ete. and 
instantly see the results in Page Layout View. 


Figure 6.3 ———— 
Everything on the old Page a ‘BI L Dü Hp =e As | 
Setup dialog is on the Page | [.] EET 
Loy ron. HBnDBHEaa rere 


i: : Se ee tendent 


Adding Headers and Footers 


In Page Layout View, words appear in the top and bottom margin, encouraging you to Click to 
‘Add Header or Click to Add Footer. There are actually three click zones for headers and three click. 
zones for footers, In Figure 6.4, a click would edit the left footer. 


Figure G4. cial -» 


Click to add a left footer. TM 


— pem 


When you click in a header or footer zone, a new Header & Footer Tools Design ribbon appears, as 
shown in Figure 6.5. 


Figure 6.5 
This context ribbon 
only appears when 


you are editing a 
header or footer 


LHEEEETIFLE 


Rm 


You can choose from built-in text by using the Header or Footer dropdown at the left side of the 
ribbon, 
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Alternatively, you can design your awn footer by using the Header & Footer Elements icons. 


Excel 2007 now offers the ability to have a different header on odd/even pages, or a different 
header on the first page. 


When you click outside of the Header or Footer area, Excel returns you to the Page Layout 
ribbon. 


What Happened to Print Preview? 


Microsoft is so confident that you will like the new Page Layout View, that they have buried the. 
Print Preview icon deep in the menu system. 


To access Print Preview, use the Office Icon — Print — Print Preview. 


In Print Preview mode, you have only one ribbon tab available. 


Figure 6.7 
The print preview ribbon 


CDE INC. 
Order Leadtime Report 


‘Tip: Ifyou still like Print Preview, you can add the icon to your Quick Access Toolbar. 
See Chapter 4 on page 25. 
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Using the Zoom Slider 


Use the slider in the lower right corner of the window to adjust the zoom from 10% to 400%. 


At a 10% zoom, you can get a 50,000 foot view of your workbook. Figure 6.8 shows a worksheet at 
a 20% zoom. You can see approximately 25,344 cells at this zoom. You can't make out any of the. 
values, but you can get an overview of your worksheet. 


Figure 6.8 
‘See your document 
rom a 50,000 foot 
view. 


At the opposite end of the spectrum, a 400% view will show you about 40 cells. 


Figure 6.9 
At the maximum zoom, you 
can make out details in 
drawings and charts. 
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Tables 


‘Many spreadsheets in Excel contain a two dimensional table of data. You have headings in the 
first row, and each row of the worksheet represents a different record in a table. 


Because a common task in Excel is dealing with tables, Excel 2007 has added several features for 


dealing with tables. 


Figure 7.1 shows a typical table in Excel. 


Figure 7.1 T 
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To turn on the features, select a single cell in the dataset and type Ctrl«T. Excel will assume your 
table extends to either the edge of the spreadsheet or to a blank row and blank column. The Create 


Table dialog will ask you to confirm the range fo 


Figure 7.2 
Excel guesses the current region as 
the address for the table. 


» the table. 


Create Table 


Where is the data for your table? 


(ity table has headers 


Note: Instead of using Ctrl+T, you can use the Format as Table dropdown 
on the Home ribbon, 


Tables as 


© Excel applies a default table format. You can change to another style using the Table Styles 
gallery on the Table Tools Design ribbon. 

* Excel turns on the Filter dropdowns on cach heading (Figure 7.3). You can use these dropdowns 
to sort by a column (Sort by Color on page 55) or to filter a column (Finding Records with Filter 
on page 110). 

* You can add totals to the bottom of the dataset by using the Total Row checkbox in the Table 
Tools Design ribbon. 


The following features are not immediately visible, but will work: 

© Any new data typed in the blank row below the table is made part of the table. This means 
that any charts, pivot tables, or formulas that refer to the table automatically incorporate the 
new data, 

© A resize handle in the bottom right corner of the table allows you to drag to manually extend 
the table to include additional columns. 

* You can use the Table Style Options checkboxes to turn on alternate formatting for the first 
column, last column, header row, or total row, or to apply alternating shading to rows or 
columns. 

© Any formulas that point to columns in the table will be written in a new table nomenclature. 
Enter a formula once and Excel will copy it to all rows of the table. 


Figure 7.3 
Excel adds AutoFiller dropdowns as 
part of the table formatting 


Working with Table Formulas 


Excel can greatly automate the process of entering formulas for a new column in a table. Say that 
you want to add a profit % column to the above table. Follow these steps: 


1. Enter a heading of GP% in cell H1. 


2. Format cell H2 as a percentage with 1 decimal place, I realize that in Excel 2003, you would 
normally format the cell after entering the formula, You need to get in the habit of formatting 
the cell hefore entering the formula, 
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3. In cell H2, type an equals sign. Click on the Profit in G2. Type a divide sign. Click on the 
Revenue in F2, You will already notice something different — Excel is building a formula of 
rofit/Revenuel. 
4. Type the Enter key to complete the formula. Excel automatically copies the formula down to 
all of the rows in your dataset! 


Figure 7.4 
The table formula 
nomenclature is similar to 
the old Natural Language 
Formulas. By the way, 
those formulas were 
depreciated in Excel 
2007. 


Figure 7.5 
The -Profü/[Revenue] 


formula is copied to all |: mee 
rows. B 


Figure 7.6 
Override automatic: formula 
copying. 


Sop toma Crate Cice Cotes 
I Control Auto Comect Options. 


‘The automatic copying of the formula is a great feature. However, there will be a few times where 
you do not want this to happen. If so, find the AutoCorrect dropdown and open it. You will have 
‘choices to turn of the calculated column or to turn off the feature permanently. 


Working with Table Styles 


‘There are 60+ built-in table styles in the gallery. The styles in the gallery will change, depending 
on which table style options are selected, For example, if you turn on Banded Columns and open 
the gallery, you will see that many of the styles support banded columns. 


Tables 


Figure 7.7 
Choose Table Style Options 
before opening this gallery. 


miii 


Ifyou instead turn on Banded Rows and open the Table Styles gallery, you will see 
that several styles support banded rows. 
Figure 7.8 
The gallery looks diferent when 
Banded Rows is tumed on. 


The gallery supports Live Preview — simply hover over a style in the gallery and the worksheet will 


redraw to show you that table style. When you find a style that you like, click the style to apply 
that formatting. 


Choosing a Table Style as the Default. 


Right-click any table style and choose Set As Default to make this the default style used by Ctzl«T 
in the future. 


Figure 7.9 
Set a style as the default table 
style. 
Appir ond Maintain Formaten) 
Dutt. 
Sets Dest 


Ae Gatley to Quay Access Toolbar 
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Creating a Custom Table Style 


You can edit any of the built-in table styles. Right-click a style and choose Duplicate... The Modify 
‘Table Quick Style dialog appears. You can type a new name for the table style, and then micro- 
manage every element of the table. Figure 7.10 


Edit the stripe size. 


In Figure 7.10, the Stripe Size for the Second Row Stripe is increased 
from 1 to 2. After a similar change to the First Row Stripe, a new 
Custom table style is available in the gallery. 


The table features row banding that is two rows tall. 
Figure 7.11 


A different take on the 
oreenbar format. 


Dealing with Table Annoyances 
The table functionality is pretty cool. There are two annoyances. 


First, the filter dropdowns cover up some of the headings. As you can see, I actually left-aligned 
‘many headings in the previous figure so that I could read the headings. You can turn off the filter 
dropdowns by using Home ~ Sort & Filter — Filter. 


Second, sometimes I just turn on the Table functionality in order to quickly apply a format to the 
table. It is OK to use Ctrl+T to create and format a table and then immediately use Table Tools 
= Convert to Range to turn the table hack into a normal range, The table formatting remain; 

Figure 7.12 — =) 


iae ‘omating remane he Summarize with Pivot 


other tabe features go away. 
g^ Remove Duplicates 


Data Visualizations 


Microsoft added a difficult-to-use conditional formatting feature to Excel in 1997. The feature gets 
a complete makeover in Excel 2007. It is fantastic to use. 


In-Cell Data Bar Charts 


Select a range of numbers. Choose Home ~ Conditional Formatting ~ Data Bars - Blue. Excel will 
add a tiny in-cell databar to every number in the selection. This makes it very easy to quickly focus 
on the largest or smallest numbers in the dataset. 


Figure 8.1 
The longer bars allow you to 
Quickly see the top cells. 


Tip: Do not include the total cell in your selection. If you included the $244K 
total in the range, that one cell would be the only cell to have a large databar. 
All of the other cells would appear small. 


Color Seales 


‘There are eight built-in varieties of color scales. The left four varieties in Figure 82 rely on. 
variations of three colors. Some rely on the traffic light red-yellow-green color scheme and some 
rely on the temperature red-yellow-blue scheme. The four built-in varieties in columns H:K of 
Figure 8.2 are two-color schemes, 


To apply a color scale, select the cells containing numbers and choose Home — Conditional 
Formatting ~ Color Scales. 
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Figure 8.2 
Four builtin three-color 
scales appear in BE, 
Four built-in two-color 
scales are in H:K. 


While it is easy to create the formatting, you can access dialogs where you can tweak the built- 
in effects. Using Conditional Formatting - Manage Rules — Edit, you can change the settings for 
a visualization. In Figure 8.3, the colors have been changed to a bizarre purple-orange-red color 
scheme and the percentile for the midpoint is shifted from 50 to 30% 

Figure 8.3 x 

Create your own colors 

{or the color scale. 


Icon Sets 


eon sets are my least favorite of the new visualizations. The icons are left-justified in the cell. The 
only way for the icon to appear near the number is if you center all of the numeric values. 


To assign an icon set, use Home ~ Conditional Formatting — Icon Sets and then choose one of the 


17 built-in sets. Haba 


Excel offers icon sets with 3, 4, 
or Sicons, 
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Other Conditional Formatting Rules 


‘The Conditional Formatting dropdown offers fly-out menus for Highlight Cells Rules (Figure 8.5) 
and Top/Bottom Rules (Figure 8.6). 
Figure 8.5 
All of these are easier to 
use than the Excel 2003 
conditional formatting. 


Figure 8.6 
"n Lake Wobegon, all the 
Kids are above average. 


Special Tweaks for Data Visualizations 


There are a couple of tricks that people have discovered with data visualization. The first triek 
involves highlighting the entire row when a value in a particular column meets a condition. This is 
easier in Excel 2007 if you turn on the Table feature, but it can still be done using a formula rule. 


The other trick is making it appear that you are applying conditional formatting to only a portion 
of your dataset. 


E Data Viraaliations 
Highlighting the Entire Row Using Tables 
In Figure 8.7, the data in columns H and I has been defined as a table (sec Tables on page 44). If 


you apply conditional formatting to cells that are in a table, the dialog box will offer to Format the 
Entire Row for cells that meet the condition. 


Figure 8.7 
Format Entire Row is only 
available if you've formatted 
the range as a table. 


Highlighting the Entire Row Using Formulas 


‘This is the most powerful conditional formatting trick, but it is the hardest to use. Follow these 

steps. 

1. Select the entire range containing your data. 

2. Select Home — Conditional Formatting — New Rule. 

3, Select Use a Formula to Determine Which Cells to Format. 

4, You now have a box where you can write a formula. In the Format values where this formula 
is true, you should write a formula that applies to the first cell in the selection. Some portion 
of the formula should have a reference where the row number is relative, The formula in this 
case is -SB2-MAXISBS2.SBS21). In this formula, the row number in $B2 is allowed to change 
as it applies to other rows in the selection, The formula checks to see if the value in column B 
of this row is equal to the max of all the column B values. 


Click the Format... button. Choose a fill, font color, or numeric formatting to appear when the 
condition is true, 


Figure 8.8 
As in Excel 2003, the 
formula option offers 
powerful possibilities. 


Using Formula rules, you can create visualizations where the cells highlighted in one column are 
based on values in other columns. 
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Applying Rules to a Portion of a Dataset 


‘The Conditional Formatting Rules Manager contains a Stop if True setting. You can trick Excel 
into applying an icon set to a portion of a dataset. Follow these steps. 


1. Highlight a range of data. 
2. Add an icon set using Conditional Formatting — Icon Sets. 
3. Select Conditional Formatting - Manage Rules. 
4. Click on the Icon Set rule and choose Edit Rule. 
Figure 8.9 
You can edit, delete, or 
add rules here. 


5. In the Edit Formatting Rule dialog, adjust the value for the green traffic light to appear only 
when the value is >=75. Click OK. 
Figure 8.10 
Adjust the default values. 


Ll B tenetan oor B Sen boner 
Back in the Conditional Formatting Rules Manager, click the New Rule... button. 


In the New Formatting Rule dialog, choose Format Only Cells That Contain. Choose Cell 
Value, less than 75. Don't apply a format for this rule — leave all of the formatting plain. Click 


= Figure 8.11 
Choose no formatting, 
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8. Back in the Conditional Formatting Rules Manager, place a checkmark next to Stop if True 
for the Cell Value < 75 rule. This basically tells Excel that if the cell is less than 75, it should 
apply no formatting and stop processing more rules. Only the values above 75 will proceed to 
the icon set rule, so you will only have green icons in the result. 


Figure 8.12 
Being able to turn on Stop if True 
enables the trick. Anything less than 
75 will never make it to the icon sé 
nule. 


Figure 8.13 
Only cells above 75 
have the icons. 


29 
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You can use similar methods to only apply color scales or databars to certain ranges of data. Again, 
the trick is to set up a dummy rule that formats all the unwanted cells with plain formatting and 


to have this rule appear first in the list, By using the Stop if True setting, you prevent the other 
data visualization rules from running on the unwanted values. 
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Sort by Color 


Do you ever use color to mark problem cells? 


Figure 9.1 


arator 37/07 


aysor snam. 


While it is easy to use the paint bucket icon to color cells, it is difficult to then do anything with the 
colors. Now, in Excel 2007, you can sort the data by color. 


1, From the Data menu, click on the Sort icon, 
2. In the Sort dialog, change the Sort On dropdown from Values to Cell Color. 


Figure 9.2 
You can sort by cell color, 
{ont color, or conditional 
formatting icon. 


3. Adropdown appears in the Order column. Choose the appropriate color from the dropdown. 


Figure 9.3 
The dropdown shows colors 
present in the range. 


Sort by Color. 


for each additional color. Your dialog might look like Figure 9.4. 


Figure 9.4 
If you used 50 colors, filing 
‘out this dialog would take 
forever. 


5. Click OK to perform the sort. All of the red cells will come to the top. 


Figure 9.5 
The data is sorted by color. Any cell 
with no fil color appears at the end of 
the dataset. 


Quick Sort by Color 


Ifyou are interested in one particular color, you can sort that color to the top using the right-click 
menu, Choose a cell with the appropriate color. Right-click and choose Sort — Put Selected Cell 


Color On Top. 


Figure 9.6 
For a quick sort, just right click 
a cell with the calor you want to 
bring to the top. 


If you want an additional color to appear after the first color, click Add Level. Repeat steps 2 


Removing 
Duplicates 


There are many tasks in Excel where you need to remove duplicates from a data set. 


Tip: This feature can also be used to find the unique list of values in a data set. 


Say that you want to find the unique list of customers in this range: 


Figure 10.1 
Who are the unique 
customers in the list? 


Caution! Remove Duplicates is a destructive function. It is best to make a copy 
of your data before you use the feature! 


In Figure 10.2, a copy of the customer column appears in column F. From the Data ribbon, choose 
Remove Duplicates. 
Figure 10.2 
If your data set has multiple columns, 
you can tell Excel to base the duplicates 
‘on a subset ofthe columns. 
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Click OK and Excel will delete any duplicated values. The remaining dataset is the unique list of 
customers. 


Figure 10.3 
‘The duplicates are 
actually removed. 


Marking Duplicates 


While the Remove Duplicates button is amazing, it is also destructive. Perhaps you would like to 
identify the duplicates so that you can decide how to combine information from the duplicates. 
Select the range of values. On the Home ribbon, choose Conditional Formatting - Highlight Cells 
Rules ~ Duplicate Values. Excel will highlight the duplicates in red. 


Figure 10.8 

Marking the duplicates with conditional 
formatting is less destructive and gives 
you time to figure out how to combine 
duplicates. 
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Seeing Totals in 
the Status Bar 


You can figure out totals without ever entering a formula. 
Simply select some cells that contain numeric data. Excel's Status bar will show you the total of 
the selected cells, 


Figure 11.1 
At the bottom of the screen, you can see 
the total of these cells is 1033. There are 
112 cells, ranging from 22 to 210, with an 
average of 86.08, 


‘The Status bar has been doing this for a dozen years, yet few people ever noticed. In prior versions 
of Excel you could choose to have the Status bar show either a total, min, max, count, or average. 


Now, in Excel 2007, you can have the Status bar show you all of those statistics. 
Simply right-click the Status bar and you can choose to turn on or off any of these settings. 
Figure 11.2 
Have Excel show you a 


wide range of statistics for 
the current selection. 


Note: The statistics in the Status bar only appear when more than one numeric cell 
is selected. 
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With the exception of the count statistics, Excel will ignore text cells in your selection. As soon 
‘as your selection includes one error cell, such as #N/Al, Excel will stop displaying statistics in the 
Status bar. 


‘Tip: Say that you have 5,000 rows of data and you need to know if any of the values 
are #N/A! errors, Select the range. If Excel will not show you the total, then you 
know that you have at least one error cell in the range. If you find that your range 
contains an error cell and don't want to sort the data, use this technique. Start in the 
first cell. Hold down the Shift key while repeatedly pressing Page Down. As soon as 
the Status bar stops showing a total, you know that an error cell was encountered 
in the most recent page. 


ok OK 


Handling Large 
Blocks of Text 


Excel is great with numbers, but also has some tricks for dealing with text. 


Say that you have typed some text at the bottom of a worksheet and you wish to wrap the text in 
order to fit a rectangular range from column B through I. 


Figure 12.1 
‘You would like to word wrap 
this text to fil columns B1. 


Select a rectangular range that includes all of the text in B and is wide enough to fill the range 
that you want to fill. It is a good idea to include a few extra blank rows at the bottom in case the 
wrapped text needs to extend that far. 


From the Home ribbon, select Fill - Justify. 


Worksheets 
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Excel will wrap the text to fill the selected area. 


Figure 12.3 
Fil — Justify will cause the 
text to fit a certain area. 


Using the Justify command is not perfect. It does not work when a cell contains more than 255 
characters. Ifyou resize any columns after the Justify, you will have to repeat the Justify command, 
If some cells have different formatting, that formatting will be lost after the Justify. 


Using a TextBox 


If you are dealing with long passages of text, you can insert them in a textbox in Excel. Follow 
these steps: 

1. On the Insert ribbon, choose Text Box. 

2. Draw a rectangle in your worksheet about the size and shape that you want the text to fill. 

3. Paste (or type) the text. 
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Select the text in the text box and use the Mini Toolbar to format the font size to fit the text. 
box. 
5. Right-click the text box and choose Format Shape. On the Line Color category, choose No Line. 


In the Text Box category, you can specify the number of columns that you would like in the 
text box. 


Figure 12.4 
New in Excel 2007, text boxes 
‘support multiple columns. 


When you click out of the text box, your text will float on the worksheet. 


Creating Business 
Diagrams with SmartArt 


Office 2007 adds support for 80 different types of business diagrams. These diagrams include list 
charts, process charts, cycle charts, hierarchy and org charts, relationship charts, matrix charts, 
and pyramid charts, 

Figure 13.1 shows a selection of SmartArt diagrams. 


Figure 13.1 
Communicate ideas using. 
SmartArt diagrams. 


Creating SmartArt Diagrams 


To create a SmartArt diagram, choose the basic layout and then type the text to build the shape. In 
most cases, the diagram will support Level 1 and Level 2 text. Each Level 1 bullet point translates 
to a new shape in the diagram. Each Level 2 bullet point appears near the Level 1 shape. 


Note: This is not a hard-and-fast rule, Some layouts support Level 1 text and some layouts add 
shapes for Level 2 text. Certain layouts, such as the Org Chart or Hierarchy, ean support Level 
3, Level 4, and Level 5 text. 


1. From the Insert ribbon, choose SmartArt. 


Figure 13.2 
‘Access the SmartArt icon 


onthe Ingen ribbon << 
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di Creating Business Diagrams with SmartArt 


2. Choose a layout from the dialog. 


Figure 13.3 

Click on a layout thumbnail in 
the center to sea a description 
on the right. 


Excel displays a default diagram, usually with three place holders for text in the Text pane. 


Figure 13.4 porrum 
The [Text] entries are 
placeholders, waiting for 
you to add your own text. 


3. Type your text in the text pane. Press Tab to demote the current entry from Level 1 to Level 
2, Press ShiftsTab to promote Level 2 text to Level 1 text. Press Enter to add a new entry at 
the current level. Adding a new Level 1 entry will add a shape to the diagram. As you add text, 
Excel automatically resizes the fonts in the diagram. (Figure 13.5) 


Figure 13.5 
New Level 1 entries add 
‘shapes to the diagram. 


4. On the SmartArt Tools Design ribbon, choose the Change Colors dropdown to choose from 32 
different color variations for the graphic. 
Figure 13.6 
The dark yellow box is the. 
current color. The light yellow. 
boxis the color shown in Live. 
Preview. 
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B. Choose the SmartArt Styles gallery to add one of 14 built-in styles to the diagram. There are 


five 2-D styles and 9 3- 


styles. The styles go from fairly plain, to stylish, to impossible to read. 


Something from the middle of this list, such as Polished or Inset adds sufficient effect while 
still making the diagram easy to read. If you go with the final choices, either Sunset or Bird's 


Eye, it will be very difficult to read the diagram. 


Figure 13.7 
‘The left box in each pair shows 
the name of the style appliod [=m = 
tothe diagram. 
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Changing to a New Layout 


‘Once you have built your diagram, you can easily change it to any of the other layouts. From the 


‘SmartArt Tools Design ribbon, open the Layout gallery and choose a different layout. 


Figure 13.8 
Excel does a fairly good job when 
you change diagram types. 
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Micro-Managing Setting 


In general, Excel will try to keep your SmartArt diagram looking consistent. If you add a lot of 
text to one shape, Excel will make the text smaller in all shapes so that the diagram has identical 
fonts in all shapes, 


‘You can micro-manage these settings using the SmartArt Tools Format ribbon. Select an individual 
shape and use the tools on the Format ribbon to add effects. As you can see in Figure 13.9, you can. 
make horrible looking SmartArt diagrams using the tools on the Format ribbon. 


Figure 13.9 
Customize the fil, reflection, and 
so forth for a single shape using 
the Format ribbon. 


Tip: Get your SmartArt diagram as close to finished as possible before venturing 
over to the Format ribbon. 


Adding Images to Shapes 
There are a handful of styles that offer accent pictures as part of the layout. You should get your 
SmartArt completely finished before adding images. If you decide to switch to a new layout after 
specifying images, your images will be lost. (I think this is a bug. Microsoft calls it a feature.) 


To specify an image, click on the picture placeholder icon. 


Figure 13.10 
Cicking the circle wont 2 
work. You have to cick ||| C'adle-to-Crave 
te picture icon. Reference 
«Every feature of 
Excel 


Excel will allow you to browse for an image. The images are resized to fit the accent shape. 
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Adding Formulas to Shapes 


For Excel fans, the biggest disappointment with SmartArt diagrams is that their text is static. 
You cannot have the text for a SmartArt diagram dynamically calculated by Excel. Also, Microsoft. 
did not expose the SmartArt object model to VBA, so you cannot use macros to dynamically build 
‘SmartArt. 


Excel has been able to apply a formula to a shape for over a decade. It is very disappointing that. 
the Excel team could not hook up this 10-year-old feature for the shiny new SmartArt diagrams. 


‘The only work-around is to use the SmartArt tools to build a diagram and then convert the diagram 
to shapes. You can then apply formulas to the shapes. 


In Figure 13.11, a database query feeds individual sales figures in columns A:C. SUMIF formulas 
in G4:G6 show the current sales for each rep. RANK formulas in E4:E6 figure out which rep is in 
the lead. VLOOKUP formulas in F&:H10 combine the associate name and their sales total. This 
report is functional, but it lacks visual interest. 


SS a ra t 
Summary by Associate 


Figure 13.11 
My eyes glaze over 
just trying to write the 
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1. Build a SmartArt diagram with three shapes. Use dummy text of about the right length. Use 
the SmartArt Tools to format the diagram. In Figure 13.12, the Format ribbon was used to 
resize the individual shapes. 


Figure 13.12 
The text is stil static text as this fe a 
point. Itis there to help with sizing f| actae. 
dni ine rere 


68 Creating Business Diagrams with SmartArt 


2. Click inside the SmartArt but not on any shape. Press Ctrl+A to select all of the shapes in the. 
‘SmartArt diagram. 


Figure 13.13 = 
‘All of the shapes are 
selected 


3. Press Ctrl+C to copy the shapes. 
4. Click outside of the SmartArt and press Ctrl+V to paste the shapes onto the worksheet. 

5. You can now delete the original SmartArt diagram. 

6. Click on the first shape in the worksheet. Drag to select the text in the shape. Click in the 


Formula bar and type -H8 and press Enter. The text in the selected shape changes to reflect 
the result of the formula in H8. 


T. Repeat Step 6 to assign =H9 to the second shape and =H10 to the third shape. 


You now have something that looks like a SmartArt diagram, but the text for the shapes comes 
dynamically from the worksheet. 


Figure 13.14 
Now the text in the diagram is a 
live result from the data. 
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As the query in A:C updates with new sales, the formulas in E:H, and thus the text in the diagram, 
will automatically update, While Mary was on a break, Ted made a large $395 sale. The worksheet 
updates as shown in Figure 13.15. 


Figure 13.15. 
‘Add a record, and the. 


graphic changes. 


Tip: The case study above was adapted from ideas in Ron Martin's Retail Selling Made Easy. If 
you manage a retail store and want to motivate your sales staff, Rou's book is invaluable. Order 
it from http//vww.ronmartin.net/books/rsme01 htm. 


For more information about using SmartArt, check out the e-book that I wrote for QUE: 
“Leveraging SmartArt Graphics in the 2007 Microsoft Office System’, 


Figure 13.16 
This e-book is available 
from Amazon, QUE, or 
MrExcel.com. 


Leveraging SmartArt" 
Graphics 
^»2007 Microsoft® Office 
System 
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Charting 


‘The Excel 2003 charting engine looked tired and old, Little had changed in 15 years in charting. I 
think it will take two complete versions before we have all of the changes planned for the charting 
engine. 

In Excel 2007, the core engine was rebuilt. You will find it easier to make good looking charts. In 
Excel 2009, you will start to find more chart types appear. 


Creating a Chart in Excel 2007 
Creating a chart involves four broad steps: 


1. Prepare your data, Make sure that you have headings above and to the left of the data to be 
charted. If one of the headings has date or numeric fields, leave the top-left corner cell blank. 
Select the range of data to be charted. 


Figure 14.1 
Leave the top left cel 
blank when your headings 
are dates, 


2. Choose one of the broad chart types from the gallery on the Insert ribbon. Although there are 
70+ chart types, there are often three or four variations of each type. The four types of 3-D 
Column charts are illustrated in Figure 14.3. 


Figure 14.2 
Choose a subtype from | p) 
the dropdown menu. - 


Charting n 


The thumbnails often use a light blue and dark blue element arranged to suggest one of these four 
chart types: 


* Ina clustered column chart, each region will have its own bar for each month, This allows you 
to compare each region to the others, and also to compare the growth of one region from month 
to month, (See top left of Figure 14.3.) 

* Ina stacked column chart, the individual regions are stacked on top of each other. This allows 
you to compare the height of the total bar, but makes it very hard ta discern if the West region 
increased from month 1 to month 2. (See bottom left of Figure 14.3.) 

* Ina 100% stacked column chart, the regions are stacked and every month's bar is exactly the 
same height. This would allow you to sce the relative contribution of each region from month. 
to month. (See lower right chart of Figure 14.3.) 

* The 3D chart actually stacks the columns behind each other. You often have to rotate this 
chart in order to see the smaller series. (See top right of Figure 14.3.) 


Figure 14.3 
Most chart types come in 
variations where series are 
plotted side by side, stacked, or 
100% stacked. 


Charting 


3. Visit the Chart Tools Design ribbon to choose a Chart Layout and a Chart Style. Chart Layouts 
offer up to a dozen different views of the same chart. In Figure 14.4, the formerly difficult 
process of creating a histogram is now one click away 

Figure 14.4 

The layouts offer 6-12 built-in. 
presets that vary from chart 
type to chart type. 


The Chart Styles gallery offers 48 color combinations built around the current theme. If you will 
be copying the chart to PowerPoint, you can use the new darker layouts to match the background 
of your slide. 


Figure 14.5 [7E TEE INT TNT 


4. Ifthe built-in style didn't perfectly provide axis titles, legends, etc, visit the Layout ribbon to 


have easy editing choices for all chart elements. 


Figure 14.6 
Icons for every chart element 
allow easy formatting of the 
char. 
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For more granular control, visit the Format ribbon, where you can apply an effect to any particular 
element in the chart. 


Figure 14.7 
Use the Format ribbon to apply 
an effect to a particular chart 
element. 


Using Other Chart Types 


In a Scatter chart, your data should contain pairs of numbers. Excel will find the first number 
along the horizontal access and the second number along the vertical axis and add plot a marker 
at the intersection of those values. This chart works well for seeing if two variables are related. 


Figure 14.8 
Each point represents the 
intersection of an X, Y pair. 
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For the Stock Charts, your data must be in the exact order specified by the name of the chart type. 
In Figure 14.9, a high-low-close chart requires columns sequenced in high, low, close sequence. 


Figure 14.9 
The High-Low-Close chart 
is one of four stock charts 


available. 
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A bubble chart is like a scatter chart, but a third column of numbers controls the size of the data 
marker, In Figure 14.10, used car prices are plotted to show age, mileage, and price. 


Figure 14.10 
The third column is used to figure 
the relative size of each circle. 
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Charting 
Adding New Data to a Chart 


Say that you have produced a series of charts last month and now you need to update all of those 
charts to reflect a new month of data. Follow these steps: 


1. Open the workbook from last month. Type the new month's data adjacent to the old month's 
data in the workbook, 


2. Click on the plot area of the chart. A blue rectangle appears around the range of data currently 
plotted on the chart. Notice that there are blue square handles in each corner of the range. 


Figure 14.11 

Drag the handle to the H 1 J K t 
fight to include the new |  Juk07 — AugO7 — Sep-07| Oct-07 
October data. S7K — 04K O 125K) 9K. 
Figure 14.12 


Afler dragging the handle, + 
the chart updates to include | Ju07 ^ Aug07 ^ Sep07 Oct-07 


the new month. C ek o 12: O 
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Creating a Chart with One Keystroke 


‘To create a chart with one keystroke, select your data to be charted and press Alt+F1 to embed 
a default chart on the current sheet. Or, use the F11 key to create a default chart on a new chart. 
sheet. 


‘Tip: The keystroke creates a default chart. To change the default chart type, click 
Chart Tools Design - Change Chart Type. Select a chart type from the dialog, and 
click the Set As Default Chart button, 


oR OK OK 


All Text Can Be 
WordArt 


Here is a nice looking chart with a really boring looking title. 


Figure 15.1 
Spice up the tte, 


Any text in Excel can now become WordArt. Figure 15.2 
Follow these steps. The colors are 
based on te 
1. Select the text in the title. selected theme. 
2, From the Chart Tools Format ribbon, use 
the WordArt Styles group to format the 
title. Choose the first gallery to choose from 
20 different styles, 


2. Use the Text Efets dropdown to ada lov, shadow, 
reflection, 
Figure 153 
To dace Wit 
effect - Transform — is not cle) 
avaible mid achat 
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All Text Can Be WordArt 


Note: The best WordArt feature, transform is not 


it available for chart titles. To work 


around this, remove the chart title. Use the Text Box icon on the Insert menu to 


draw a new text box on the chart. Type your title. 


Click on the border of the text box. 


Use the font size icons on the Home ribbon to enlarge the text. Use Format - Shape 
Outline — No Outline to remove the outline from the text box. Select the characters 


in the text box and use Format - Text Effects — 


‘Transform to twist the type. 


Using WordArt as a Title in a Worksheet 


If you were a fan of WordArt in Excel 2003, the process of creating WordArt has changed a bit in 


Excel 2007. Follow these steps. 


1. From the Insert ribbon, open the WordArt dropdown. Choose from 30 different styles. These 


styles will be different, depending on your selected 


theme. 


2. WordArt appears as "Your Text Here". Type new text to replace "Your Text Here”. 


3. The Drawing Tools Format ribbon offers a WordArt Styles gallery similar to above, but you 
have full access to Bevel, 3-D Rotation, and Transform. Figure 15.4 shows the Bevel options. 


Figure 5 shows the Transform options. 


Figure 15.4 
Builin Bevel options 

For more, click the 3D 
Options choice. 
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Figure 15.5 
Most Excel 97 - 2003 
WordArt made liberal use of 
Transforms 
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Although it requires more steps to create WordArt, th 


vere are fantastic options available in Excel 


2007. Use WordArt to add visual interest to your worksheet titles. 


Using Picture 
Tools 


‘There is a new set of picture tools in Excel 2007. Use the Picture icon on the Insert ribbon to add 
a picture to your worksheet. 


When the picture is selected, you can access the Picture Tools Format ribbon. 


With today's digital cameras, itis likely that your picture will appear too large. Use the Size group 
to resize your image. To cut out unnecessary background, click the Crop button. Eight crop handles 
will appear on the edge of the picture. Drag any handle inwards to crop out portions of the photo, 


Figure 16.1 
Use the Crop icon and 
then drag the handles 
inward to crop. 


so Using Picture Tools 


‘The Adjust group offers settings for Brightness, Contrast, and the ability to Recolor the picture, 


Figure 16.2 CL 
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‘The Picture Styles gallery offers 30 different built-in style effects for your picture. 


Figure 16.3. 
The builtin styles 
change the frame, 
bevel, tit, etc. 


Using Picture Tools al 


If you don't like the built-in styles, use the Picture Shape, Picture Border, or Picture Effects 
dropdawns to apply a wide variety of effects to your pictures. 


Figure 16.4 
Apply a variety of effects 
using the flyout menus 
under the Picture Effects 
dropdown 


Compressing Pictures 


If you are not planning on printing the spreadsheet in a glossy magazine, you can save file size by 
using the Compress Pictures icon. After pressing Compress Pictures, choose the Options button to 
access the Compression Settings. You can choose if the pictures should be compressed for Print, 
Display, or E-mail quality 


s2 Using Picture Tools 


Figure 16.5 
Important compression 
options are hiding 
behind the Options 
bution. 


Automatically perform basic compression on save 
Delete cropped areas of pictures 


Adding a Background for Display 


Excel can display a picture behind your spreadsheet. Choose Background from the Page Layout 
ribbon. Browse and select any picture. 


Figure 16.6 
The background icon 
is on the Page Layout 
ribbon. 


Using Picture Tools ss 


Excel will tile that picture behind your spreadsheet cells. Be sure to choose a contrasting color for 
the text in the spreadsheet, 


Figure 18.7 
Excel will tle the picture 
behind your spreadsheet. 
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Adding a Picture Background for Printing 


Unfortunately, the background as described above does not print! To create a printable picture 
background, follow these steps. 


On the Insert ribbon, choose Shapes and then a rectangle shape. 

Click and drag in your worksheet to draw a solid background of the proper size. 
Right-click the shape and choose Format Shape. 

On the Fill tab, choose Picture or Texture Fill. 

Use Insert From File. 
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st Using Picture Tools 


Figure 16.8. 
"When you want to print the 
background picture, use a 
regular picture instead of a 
‘background picture. 
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6, Use the Transparency slider at the bottom of the dialog. Move the transparency up to about 
60%. This allows the text in the cells behind the shape to show through. 
Figure 16.9 

By adjusting the transparency, you 

can see the cells behind the picture. 

Unlike the background picture, this 
‘one will print. 
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Handling Error Formulas 
Using IfError Function 


Error values are occasionally returned in Excel spreadsheets. In Figure 17.1, a Divide by 0 error 
occurs in cell C4 and an N/A error occurs in the VLOOKUP formula in C12. 


Figure 17.1 
Error cells interrupt the 
flow of the worksheet. 
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In prior versions of Excel, people would write complicated formulas to prevent the error values. 
For example, to prevent a divide by 0 error, you could first check to see if the divisor was zero, 
Figure 17.2 
Use the IF function to 
prevent division by 0. 


To prevent an error in the VLOOKUP formula, you had to enter an absolutely insane formula that 
actually performed the VLOOKUP twice. The IF function first tested to see if the result was #N/A 
and if so, it provided alternate text. If the original result was not #N/A, then Excel would caleulate. 
the VLOOKUP again, resulting in the function taking twice as lang to calculate. 


Figure 17.3 
This painful formula 
prevented the NIA 
error in VLOOKUPS. 


E Handling Error Formulas Using Error Function 


Excel 2007 offers a new function to help handle errors. If you have a calculation that you think 
‘might generate an error, enter the calculation as the first argument in the =IFERROR() function. 
For the second argument, enter a value that should be used in ease the first argument generates 


{Error(Value, Value If Error) 


The advantage of this function is that the original calculation ia performed only once, The function 
in Figure 17.4 is simpler than the formula in Figure 17.3. 


Figure 17.4 
While stil unwieldy, this is 
an improvement over the 
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New Conditional 
Sum Functions 


Excel has provided SUMIF and COUNTIF functions for a decade. These functions allow you to 
count or total records that meet one criterion. 
Figure 18.1 
The SUMIF function 
allows. you to total 
records that meet 
‘one condition. 


COUNTIF and SUMIF are "easy" functions to replace the complicated SUMPRODUCT or array 
formula solutions to performing conditional sums. 


Once someone learns about SUMIF, they often wonder how to sum the records that meet two 
conditions. In Figure 18.1, you might want a function in F13 to find the units of ABC sold in the. 
East. This was not possible with SUMIF. 


In Excel 2007, Microsoft has added three plural “S” versions, specifically SUMIFS, COUNTIES, 
and AVERAGEIFS, These functions allow you to enter up to 127 different criteria. The syntax is 
slightly reversed from SUMIF. You start with the range of numbers to be summed, and then enter 
pairs of arguments, such as Criteria Range, Criteria Value, ete. 


=SUMIFS(Sum Range, Criteria Range 1, Criteria 1, ...) 
For example, here is how to build the formula in F13: 


1. You want to sum the quantity in C2:C20. Since you will later copy this formula, press the F4 
key to make it $C$2:$C$20. 

2. The first criteria range is comprised of the regions in $A$2:$A$20. 

3. The first criteria value is the word East in E13. Since you need to be able to copy the formula 
to the rest of the table, type the F key three times to make the reference be $E14. 

4. The second criteria range is comprised of the products in $B$2:$B$20, 

B. The second criteria value is the word ABC in F12, Since you need to be able to copy the formula 
to the rest of the table, type the F4 key twice to make the reference be F$12, 

If there were additional conditions, you could continue entering additional pairs of criteria range 

and criteria, However, in this ease, the formula is: 


_=SUMIFS(SC$2:$0820 $A82:$4820,$E13, $BS2:$B820,F$12) 


ss New Conditional Sum Functions. 


6 Copy the formula to the rest of the table in order to find total sales by region and product. 
Figure 18.2 m 
The SUMIFS functionmakes cm 


it simpler to create a sum FE = oan ort 
based on two conditions. ss 
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COUNTIFS and AVERAGEIFS work in the same manner. 


Using the new AVERAGEIF Function 


While the addition of SUMIFS is a great thing, I am not quite as impressed with the new 
AVERAGEIF. 


Excel has offered SUMIF and COUNTIF for a while. If you needed to calculate a conditional 
average, such as in Figure 18.3, you could either use =F3/F8 or -SUMIF(/COUNTIF(. 


Figure 18.3 
In Excel 2003, it was 
simple enough to build 
a conditional average 
based on SUMIF | 
COUNTIF. 
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In Excel 2007, you can now use the new AVERAGEIF function to calculate the average directly 


Figure 18.4 = = Tn] NaF EASTER FEST 
‘The AVERAGEIF function M DE ok 
is abit simpler to use than | —— n E 
SUMIFICOUNTIF, B = 
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Tip: All of the new functions in this chapter are designed to make a difficult task simpler. 
Excel gurus will point out that the SUMPRODUCT function has been able to do the multiple 
conditional sums made possible by SUMIFS. 
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Almost New 
Functions 


In previous versions of Excel, you could install an add-in called the Analysis ToolPak in order 
to enable 90 new functions in Excel. Many of these functions were specific to engineers or bond 
traders. However, there are a couple of really useful functions among the 90 functions in the 
Analysis ToolPak (ATP). 


If you tried to use a function from the ATP and shared the workbook with someone who had not 
installed the ATP, the formula would return the NAME! error, Subsequently, some companies had 
rules against using the ATP functions. 


In Excel 2007, all of the ATP functions have been included in the core Excel function list. It is safer 
to use these functions and share the workbook with other people using Excel 2007. 

A few examples of useful ATP functions appear below. At the end of this chapter, you will see the 
complete list of functions that have been promoted from the Analysis ToolPak to he true members 
of the Excel function fraternity. 


Converting Units with CONVERT 


‘The CONVERT function can convert between different units of measurement, This versatile 
function can handle mass, distance, time, pressure, force, energy, power, magnetism, temperature, 
and volume. 


'ONVERT Number, From Unit, To Unit) 


Excel Help provides a complete list of abbreviations available for the CONVERT function. A few 
sample conversions are shown in Figure 19.1, 


Figure 19.1 
The CONVERT function 
makes conversions simple. 


90 Almost New Functions 


Helping Your Kids with Their Math Homework 


When your middle school student brings home homework where they have to calculate greatest. 
common denominators, least common multiples, or Roman numerals, Excel has functions to make 
checking this homework a breeze. 


Figure 19.2 z - 
This brings back memories = [Om E 
a£ junior high math. 


Tip: The ROMAN function is useful for filmmakers who want to figure out the proper 
copyright date for the end of the film credits and for NFL commissioners who need 
to figure out the names of upcoming Super Bowls. 


Converting Color Codes from Hex to Decimal 

‘The ATP functions include functions to convert from Hexadecimal to Octal to Decimal to Binary. 
Ifyou are building a web page, you will often see colors expressed as a hexadecimal code, such as 
#FF9007. That code defines the mixture of red, green, and blue used to make up the color. 


To create a similar color in Excel using Home ~ Fill Color — More Colors — Custom, you need to be 
able to enter the decimal equivalents of the hex numbers FF, 90, and 07, 


‘The HEX2DEC function will perform this conversion, 


Almost New Functions E 


Figure 19.3, 
This brings back memories of 
junior high web design class. 


Calculating Work Days 


‘The former ATP functions include a couple of functions that will help any human resources 
department. These functions can be used to calculate how many work days have elapsed between. 
two dates, or to figure out when a certain number of work days have elapsed. 


Both of these functions assume that your employees work Monday through Friday. Both functions 
allow you to customize them by entering a range that contains work holidays. 


WORKDAY (Start Date, Days, Holidays) — calculates a date that is a certain number of workdays 
away from a start date. 


=NETWORKDAYS(Start Date, End Date, Holidays) ~ calculates how many work days have 
elapsed between two dates, 


For example, say that new employees are given a 60 work-day probationary period. You can 
calculate how many work days have elapsed since their start date using NETWORKDAYS or 
calculate the day their probationary period will end using WORKDAY. 


In Figure 19.4, both functions rely on the list of company holidays in J4:J11. 
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Calculating the End of the Month. 


Finding the last date of a month is always a challenging proposition. It is difficult to nest a series 
of IF functions that can figure out if this month has 31, 30, 28, or 29 days. 


Without the Analysis ToolPak, the best way to produce the end of the month of a date in cell B4 
was =DATE(YEAR(B4), MONTH(B4)+1,1)-1, This formula finds the first of the next month and 
subtracts one, which is somewhat counter-intuitive, 


Instead, you can use the ATP function EOMONTH. This function finds a month ending date. You 
can specify that you want to find the date for something that is n months away. 


/OMONTHiStarting Date, # Months! 


To calculate the end of the current month for the date stored in B4, use -EOMONTH(B4,0). To 
calculate the date for the month ending six months after the date in B4, use -EOMONTH(B4,6) 


Figure 19.5 be O 
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EOMONTH will calculate the 
end of a month. mon 


Almost New Functions 


New Analysis ToolPak Functions 


‘This chapter describes just a few of the new functions now in the core Excel product. There are 90 
functions in all that have been promoted from the ATP to Excel 2007. 


‘The following is the complete list of functions that are now part of the core Excel functions 


AutoSum Tricks 


Almost everyone knows how to use the AutoSum button to add a total to the bottom of a column of 
numbers. In Figure 20.1, select cell D14 and click the AutoSum button from either the Formulas 
or Home ribbon. (The AutoSum button () is a Greek letter Sigma). Excel will propose a formula 
of -SUM(D2:D13). 


Figure 20.1 
Click AutoSum, and Excel 
proposes a sum formula. 


Unique Flagpole company 
Buster EUN 


You can then type Enter to accept the formula. 
Alternatives to AutoSum 


The AutoSum button has a dropdown attached to it. If you select the dropdown, you can instead. 
choose to insert a formula that will find the Average, Count, Max, or Min value. 


AutoSum Tricks 95 


Figure 20.2 
The dropdown next to 
AutoSum allows for other 
functions, 


Using AutoSum to Sum a Row 


‘The AutoSum button works to total across as well as down. If you have the cellpointer in H2 and 
press the AutoSum button, Excel will sum D2:G2. 


Figure 20.3 
‘AutoSum can detect data to 
the left of the current cal 
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The AutoSum also works fine in cell H3. 


However, if you try the AutoSum in H4, Excel has to choose between summing H2+H3 or D4:G4. 
In this particular case, Excel's desire to sum a column wins out and Excel proposes a formula of 
=SUMH2:H3). 


Figure 20.4 
When given a choice, 
‘AutoSum prefers to sum 
a column. 


Magnificent Jewelry Inc. 
nt Tackle Inc. 


If Excel proposes the wrong formula, simply use your mouse to highlight the correct range for the 
SUM. 


Figure 20.5 
‘Override Excel's guess by 
using the mouse to select 
the proper range. 


Entering Many SUM Formulas at One Time 


‘The AutoSum button has some amazing tricks available. In Figure 20.6, we've selected the numeric 
range plus one extra row and one extra column. 


‘AutoSum Tricks fa 
Figure 20.6 
The selection includes 
the numbers in D:G plus 
an extra row and column, 


Clicking the AutoSum button will add totals in the 17 total cells. 


Figure 20.7 
Except for the botched 
formatting in H8:H9, the 
formulas are perfect. 
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In Figure 20.8, there are many holes in the dataset. Select the data as shown. 


Figure 20.8. 
Can Excel fil all the blanks 
with totals? 


From the Home ribbon, choose Find & Select — Go To Special — Blanks. 
Click the AutoSum button. Excel will fill all of the missing cells with totals of the cells above. 


Figure 20.9 
Select the blank cells 
within the selection 
first and AutoSum will 
Populate them all with 
one lick. 


Investigating 
Formulas 


When someone sends you a new worksheet, itis difficult to figure out how all of the formulas work, 
or even which cells contain formulas. 


Figure 21.1 Sree arora 
Someone else created this 

worksheet. How does it 
work? 


Excel 2007 has the same Formula Auditing tools as Excel 2008, but they are a little more evident 
on the Formulas ribbon, 


Figure 21.2 
The Formula Auditing 
toolsareinthe Formulas 
ribbon. 


Watch. 
Window 
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Using Show / Hide Formulas 


1f you want to figure out which cells have formulas, you can click the Show Formulas icon in the 
Formulas ribbon. All of the columns are made a little wider, and you see the formula instead of 
the result, 


Figure 21.3 
See formulas in Show 
Formulas mode. Cris" 
is the shortcut for this 
mode. 


Return to normal mode by clicking the Show Formulas button again, 


Finding Which Cells Are Used to Calculate the Current Cell 


A formula will usually refer to other cells, In order to visually see those cells, you can click the 
formula and type F2 to put the formula in Edit mode. The cell addresses in the formula will 
turn colors, and colored boxes in the worksheet will appear to match the various formulas in the 
worksheet, 


For something a bit more permanent, click the Trace Precedents button in the Formulas ribbon. 
Excel will draw arrows to all of the cells mentioned in the current formula, Note the icon in B31. 
‘This means that the formula points to at least one cell on another worksheet. 


Figure 21.4 
Arrows show the direct 
precedents of this cel. 


If you click Trace Precedents again, you will see all of the precedents of the precedente, Click a few 
more times, and you will see all of the cells used to calculate this cell. 
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Figure 21.5 
Atter clicking Trace Precedents 


Several times, you realize that P er a 
this cell is based on many of the 


see - 7272728 


Click Remove All Arrows to remove the arrows. 


Finding Which Cells Rely on the Current Cell 


Many times, you might be tempted to delete a section of a worksheet, You might think, ^I wonder 
if any cells are using the numbers in this cell?” The Trace Dependents button will show you all of 
the cells that reference the active cell 


In Figure 21.6, you can see the cells that reference cell HB. 


Figure 21.6 
Select cell HS and press 
Trace Dependents several 
times to see all of the cells 
that rely on H5. 
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Calculating a Formula in Slow Motion. 


The Evaluate Formula tool was added in Excel 2003. There are many times that you might have. 
‘a complex formula that you feel is delivering the wrong answer. You can use Evaluate Formula in 
order to watch the formula be calculated one step at a time. 


1. Choose a cell with a formula. Click the Evaluate Formula button on the Formulas ribbon. Excel 
will display the formula in the Evaluate Formula dialog. Note that one term in the formula is 
underlined. This is the portion of the formula that Excel will calculate first. 


Figure 21.7 
Basedon the order of operations, 
Excel has to evaluate the terms 
inside the parentheses first. 


3. In Figure 21.7, Excel will calculate cell D4 first. You have two choices at this point. Ifyou click 
Evaluate, Excel will replace the underlined expression with the current value in D4, which is 
2400 as shown in Figure 21.8, 


Figure 21.8 

Myou cick Evaluate, Excel 

calculates the underlined 

expression Salos Prot 


3. Instead of clicking Evaluate, you can click Step In. Excel opens a new pane in the dialog and 
shows you the formula in the underlined cell. In Figure 21.9, you can see the results after 
licking Step In for D14 and then D15. 


For ary reerence, you can Eat Female IT 


choose to Step In to see the Reference: Evaluation: 

formula for any reference. 033 [6083519752 5858151 E21 ELorSheetaS 
You can now Evaluate those z 

formulas or Step Out to retum HE) gi poets 

to the previous level Sheetimis - Gare 
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Many students never really understand the order of operations. Using Evaluate Formula is a great 
way to slowly see exactly how a formula is being calculated. 


Watching the Value in a Distant Cell 


In a large workbook with many worksheets, you might be working in supporting worksheets and 

need to constantly switch over to a summary worksheet to see how your changes affect an overall 

total. 

‘The Watch Window solves the problem of constantly switching back and forth between worksheets. 

You can set up Watch to always show you the value of a certain cell 

1. From the Formulas ribbon, choose Watch Window. Excel floats an empty Watch Window above 
your spreadsheet. 

2. Click the Add Watch button in the Watch Window. 

3. Click on any cell and choose Add. 

4. Repeat Steps 2 and 3 to watch additional cells, 


Figure 21.10 
The Watch Window wil foat |; Expense report 
above yourworkbook, showing |i. 

you the value of the watches 
p | een meno 


‘Tip: When the Watch Window is displayed, you can double-click any cell in the 
Watch Window to instantly navigate to that cell 


Formula Bar Tricks 


Long formulas were frustrating in Excel 2003. Figure 22.1 shows a sereen shot from Excel 2003. 
When you select cell Q2, the formula for Q2 is so long, it spills over from the Formula bar, and you 
can no longer see the result of Q2! 


d AERA [3 CROUND(GhestES2S$1956*0.75/2 
long formula woud M N (© 3N52$N51956*075/3/1 904 Sheet ISM] 


075^5/2 9044Sheet I5K$24K$1956*0.7: 
Sheet IfIT21$1956*0.75^8/2 9044Sheo 
113.38) 11305. 1 $081956°075M0/2 9044ShectlSES2: 
4 12/29042) 
5| 6,67 8126 69281 7205  664l I 


Figure 22.2 shows a similar formula in Excel 2007. Initially, Excel only shows you the first part of 
the formula. 


Figure 22.2 a 70 CIIM URNITMUTMENZUTE zl 
Initially, you see just 4 
the first line of the i i am 

Formula bar. morae mE um d 


Three buttons at the right end of the Formula bar allow you to either scroll the formula one line at 
a time, or to show the complete formula, as shown in Figure 22.3, 


Figure 22.3 
Click the expand button 
to open the Formula bar 
pane. 


Notice that the Formula bar expands without covering the Excel grid. You can also drag the. 
horizontal bar to just below the Formula bar to allow more or less room for the formula. 
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Back into an Answer 
Using Goal Seek 


Figure 23.1 shows a simple worksheet to calculate the monthly loan payment on a car loan. If you 
don't like the answer, you could start adjusting values in D1:D3 until you find a suitable monthly 
eye Figure 23.1 —T 


The PMT function calculates. 
a monthly loan payment. 


unos 


‘However, it can be frustrating to start guessing higher and lower in order to hone in on an answer. 
If you feel like Bob Barker of The Price is Right is making you play the Higher/Lower game, try 
using the Goal Seek command to instantly find an answer. 


1. Select cell D4. 
3. On the Data ribbon, choose What-If Analysis ~ Goal Seek... 
Figure 23.2 
The powerful Goal Seek 
command is hidden behind 
the What-lf dropdown. 


3. Fill in the goal that you are trying to find. Indicate one cell that Excel can change. Click OK. 


Figure 23.3 

Goal Seek is simpler than 
Solver, but it can only change. 
fone call at a time. 
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4. In moments, Excel will propose an answer. Click OK to accept the answer. Note that the 
formula in D4 is still a live formula. 


Figure 23.4 
Glick OK to accept the a 
proposed value. a g Arrie 

Tem 
nate 


yment $495.00 


Quick Translations 


The Review ribbon now offers a translation feature in Excel. Choose any cell and click Translate 
‘on the Review ribbon. 
Figure 24.1 
Select a cel to be 
translated and click 
Translate. 


The Research pane will appear along the left sido. Choose the From and To languages. Excel will 
send the phrase out to WorldLingo.com and return a translation of the phrase, 


Figure 24.2 
The original cel 
is translated to 
Portuguese. 


ED 
recu 


Tal 


umm 
SEE. 


Caution! This translation service is great for getting a loose understanding of text in 
a foreign language. Automated translations are not perfect. Hire a human translator 
if the task is important. 


Currently, the translation service offers translations to and from Arabic, Chinese, Duteh, English, 
French, German, Greek, Italian, Japanese, Korean, Portuguese, Russian, Spanish, and Swedish. 
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Preventing Distribution 
of Hidden Information 


‘There have been some embarrassing gaffes in the news where government agencies distributed 
white papers that were actually written by lobbying firms. Anyone with a casual understanding 
of Office can understand how to search the Properties dialog box to find the person who originally 
wrote the document and oftentimes to even discover the e-mail chain of who sent the document 
and when. 


1f you want to make sure to remove any personal data from your documents, you can use the new 
Document Inspector in Office 2007. To inspect the current workbook, use the Office Icon menu 
= Prepare ~ Inspect Document. 


Figure 28.1 
Excel 2007 can search 
for hidden content in a 
workbook. 


After you run the inspector, Excel will identify potential sources of hidden data. The Document 
Inspector dialog offers to remove all of the hidden content, but certainly removing hidden 
‘worksheets, rows, or columns could cause calculation problems with the remaining content. You 
should use care when removing anything using this dialog. 
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Figure 25.2 
The inspector found 
‘many potential sources 
of hidden data in the = 
workbook. ca 


Caution! While the document inspector searches many common places for personal information, 
it is not perfect. The workbook also includes some cells formatted with a white font, cells 
formatted with the ;; custom formatting code and personal information in the Manage Names 
dialog box. Excel did not find any of these items. 


Finding Records 
with Filter 


The old AutoFilter feature in Excel has been improved for Excel 2007. If you have a dataset with 
headings in the top row, you can turn on the Filter feature using any of these methods: 
© Choose Home ~ Sort & Filter ~ Filter. 


* Choose Data - Filter. 


© Create a Table from the dataset using Ctrl+T. By default, all new tables have their AutoFilter 
dropdowns turned an, 


When the Filter feature is turned on, each heading in the dataset includes a dropdown next to the 
heading. 


Figure 26.4 T" 
The filer  dropdowns E state E Date 
appear at the right edge 

of each heading. 


Figure 26.2 
“The Excel 2007 dropdown 
for State offers far more 
options than previous 
versions of Excel 
In previous versions of Excel, your choices Date — Binv 
were limited to only one or two items from 
the filter dropdown. Now, in Excel 2007, 
more options are available: 


* By unchecking the Select All item, 
you can check multiple items from the 


dropdown. os 


© For text fields, you can build filters to Dow Mot Eva 
find cells that start with, end with, or 


eg wat, 
contain certain text. 


sa wa. 

© For date fields, you can build filters to 
identify records from this month, next 
quarter, last year, year to date, etc. 


contan. 
oe Not Contain. 
Custom fter 


* For numeric columns, you can find 
cells that are in a certain range, above 
average, or in the top 10. 

* Ifyou have applied a color to certain 
ceils, you can filter by color. 


Finding Records with Filter m 
Filter Case Study 
Say that you want to find the large customers from the last quarter of 2007 who live in the states 


of California, Texas, Arizona, New Mexico, or Nevada. You can find these records using the new 
Filter command. Follow these steps. 


1l. Ifthe Filter dropdowns are not already visible, choose Data - Filter to add the filter dropdowns 
to the data set. 

2. Choose the State dropdown. Remove the checkmark from Select All. Add checkmarks to 
Arizona, California, Nevada, New Mexico, and Texas. Click OK to close the filter, 


3. Choose the Date dropdown. Choose Date Filters — All Dates in the Period — Quarter 4. 


Figure 26.3 
When a feld contains mostly 
dates, date fiters that are similar 
to the choices in QuickBooks are 
available. 


4. Choose the Merchandise dropdown. Choose Number Filters - Greater Than... — 200, 


Excel will display the records that match all three criteria. The row numbers appear in blue to 
indicate that a filter has been applied. Icons in cells C1, DI, and I1 indicate that filters have been 
applied to those columns. 


Figure 26.4 
Six records match 
the criteria 


12 Finding Records with Filter 


Totaling Filtered Records 


While the SUM function will total both visible and hidden rows, the SUBTOTAL funetion will 
exclude rows that are hidden in a filtered dataset, 

The AutoSum button will automatically use the SUBTOTAL function if both of these conditions 
are true: 


© At least one column in your dataset has a filter applied. 
© The cell pointer is in the blank row immediately below the dataset. 


‘The trick is to apply a filter first, and then to use the AutoSum button. Excel will use the SUBTOTAL. 
function instead of the SUM function and provide a total of the visible records. 


Figure 26.5 E 
eue 28 sautoraticaly [SUBTOTAL [Merchandise] 


entered using the AutoSum 
button. 


Caution! In Excel 2003, you could use the AutoSum button in any blank cell that was 
located on the same screen as the filtered data. If your Excel 2007 data contains a 
table, you must be in the first blank cell below the dataset in order for the AutoSum 
button to enter a SUBTOTAL function. 


Pivot Tables 


A pivot table report allows you to analyze and summarize a million rows of data in Excel 2007 
without entering a single formula, 


Pivot tables are incredibly flexible, and there are hundreds of different styles of reports you can. 
create. This chapter will show you how to create a basic pivot table in Excel 2007 and then show 
off some of the new features available. Note that a complete book on pivot tables would be larger 
than this volume, If you want to learn about pivot tables, the best-selling pivot table book is Pivot. 
Table Data Crunching by Michael Alexander and Bill Jelen. 


Creating a Pivot Table 


Start with a transactional dataset, You should have unique headings in the first row, and then no 
blank rows or blank columns in the data. For best results, keep your numeric columns filled with 
set will look like Figure 27.1. 


numeric data — replace any blank cells with a zero. A typical dat 


Figure 27.1 
Thisdatasetis appropriate 
for summarizing with a 
pivot table. 


Figure 27.2 
Initially, a blank pivot 
table has no fields. 


l. Select one cell in the dataset. in 

2, From the Insert ribbon, choose the top 
half of the PivotTable icon. 

3. Excel will predict that your data 
includes the current region around 
your selected cell. Make sure that this 
is what you want and then click OK. 


In Excel 2007, pivot tables are built in the 
PivotTable Field List. A blank pivot table 
‘appears in cell A3 and the pivot table field 
list appears on your screen, 


à Pivot Tables 


4. To include a field in the pivot table summary, simply checkmark the field in the PivotTable 
Field List. 
To create the report shown in Figure 27.3, click the Region ficld, the Customer field, and then. 
the Revenue field. 
Figure 27.3 


Excel uses the fied types 
to determine where to 


display the fields. 


HUN 


6. When a pivot table has multiple fields in the Row Labels area, you can use the Collapse or 
Expand buttons to produce summaries of the data. 


Figure 27.4 
After collapsing, the 
customer information 
is temporarily hidden. 
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Rearranging a Pivot Table Report. 


It is easy to change a pivot table report. Simply check or uncheck fields in the top half of the. 
PivotTable Field List, You can always rearrange the order of fields by dragging the fields around 
the bottom half of the Field List. 


Say that you want to add Product to the summary report. If you click the Product checkbox, the 
report would grow vertically. The Product field might be a good field to add to the Column Labels 
area to produce a crosstab analysis, 


Pivot Tables nus 


Grab the Product field from the top half of the PivotTable Field List, drag it, and drop it in the. 
Column Labels section at the bottom of the PivotTable Field List. Excel creates a summary with 
Region and Customer down the side and Products across the top. 


Figure 27.5 ETTI 
Product fields stretch [ewa 
across the columns at [EM 
the top of the report. 
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Filtering or Sorting Data in a Pivot Table 


Initially, values in a pivot table will be sorted in ascending sequence. Click any field in the top 
portion of the field list to access a menu. 


Figure 27.6 
Itis unintultve, but a powerful 
menu appears when you hover 
and the click in this section of 
the pivot table, 
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‘The menu offers choices where you can sort or filter the field. Figure 27.7 shows the various options 
available in the Label filters for the Customer field. 


Figure 27.7 
A variety of value, 
dale, and label fiters 
is available 
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Say that you want to sequence the customers in high-to-low sequence and to show only the top 12 
customers, Follow these steps. 


1. Click the Customer field in the top half of the Pivot Table Field List. Use the dropdown arrow 
to open a menu. 

3. Choose More Sort Options. 

3. Inthe Sort (Customer) dialog, choose to sort descending by Sum of Revenue. 


Figure 27.8 
You are sorting one 

field (Customer) by the. pe 

results in another field try andi teorie te 


(Revenue). reir ye 
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4. Repeat Step 1 to access the menu again. 
5. Choose Value Filters - Top 10. 
6. In the Top 10 Filter dialog, choose to show the top 12 items by Sum of Revenue. 


Figure 27.9 
The fiter can also show the 
specified number of Bottom 
customers. 


The result is a report of the top 12 customers, 


les [2 ——| B 
Noto that the Grand [^ 
Total excludes e | 
hidden customers. 2 — 
Tok Suppl 4905000 
5 [Distinctive Eggbeater Company 4759260 
B [Unique Notebook Company 4694760 
7 Wonderful Vegetable Partners 4685352 
B [Matchless Yardstick Corporation 4678596 
9 |Special Scooter Company 4656156 
10 |Fascinating Washer Company 4645536 
11 [Guaranteed Vegetable Company 4643502 
12 |WellSuited Shovel Inc. 4621308 
[13 [Diferent Meter Inc. 4618632 
14 [Effortless Adhesive Company 4614432 
38 [Trustworthy Faucet Corporation 4611876. 
16 Grand Total 56134500 


1 
Grouping Daily Dates into Months or Years 


In Figure 27.11, the pivot table shows daily dates in the Row Labels area. Select one of the cells 
with a date and choose Group Field from the PivotTable Tools Options ribbon. 


Figure 27.11 
Select a Dale feld and 
ihen choose the Group 
Field icon. 


us Pivot Tables 


Never group a field only by Month. Always include Months and Years in the Grouping dialog. 
(Otherwise, Excel will add January of 2007 and January of 2008 into a single value called 


estat Figure 27.12 
Group daily dates up 
to months, quarters, 
andor years. 


‘The result is a summary by month and year. 


Figure 27.13 
Excel replaces the 
daily dates with 
‘monthly dates. i 


Grouping the Date field actually adds a new virtual field to the PivotTable Field List. Move Years 
from Row Labels to Column Labels to produce a report showing year-to-year comparisons. 


Figure 27.14 
December 2008 is up over am Gite 
December 2007. TES 
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More Pivot Table Tricks 


In Figure 27.14, select any cell with Revenue. In the ribbon, choose the Field Settings icon. Use 
the Show Values As tab to change the calculation. Here, the pivot table shows the percentage of 
sath cimi. Figure 27.15 
The percentages wil 
total to 100% down the 
column. 


Formatting a Pivot Table 


‘The Design ribbon offers a gallery where you can quickly apply a format to the pivot table. 
Figure 27.16 
‘The galleries offer different ——À 
styles based on the 
currently selected theme, 


Creating a Report for Every Region 


Drag a field such as Region to the Report Filter section of the Pivot Table Field List. You now have 
a dropdown in cell B1 where you can choose to filter the report to a particular region. 
Figure 27.17 
Create a report with 
fone field in the Filter 


120 


Pivot Tables 


‘Once you have a field in the Report Filter section, you can quickly replicate the report for every 


value in the Filter field. Follow these steps: 
1. Add at least one field to the Filter area of the report. 


2. On the PivotTable Tools Options ribbon, look for the Options icon on the left side of the ribbon. 
‘Do not press the Options button, but click the dropdown arrow to the right of the button, 


3. From the dropdown, choose Show Report Filter Pages... 


Figure 27.18 
Show Report Filter 
Pages is a powerful 
command. 


4. Choose to Show all report filter pages of Region and click OK. 


PivotTable Name: | Active Field: 


‘Sum of Revenue 


Qj Fie settings 


Figure 27.19 
If you have multiple 


fields in the Filler area, 
you have to select just 
one here. 


Excel quickly adds new worksheets for each value in the Region dropdown. 
Figure 27.20 
Excel added five new worksheets 
"with copies of the pivot table in less 
than a Second, Notice the worksheet 
tabs at the bottom of this figure, 


Fill Handle Tricks 


1f you need to quickly fill a range with days, months, dates, or numbers, you can fill just the first 
cell of the range and then drag the fill handle to extend the series. The fill handle is the square dot 
in the lower right corner of the selection rectangle, Figure 28.1 shows the fill handle, 


Figure 28.1 
Hover over the | 
square dot (o use 


icm |Monday | 


If you type a value in a cell and drag the fill handle to the right or down, Excel will extend the 
series. This trick works with days of the week, months, quarters, periods, and dates. 


In Figure 28.2, “Mon” is typed in cell A2. After you the drag the fill handle to the right to H2, Excel. 
fills in Tue, Wed, Thu, Fri, Sat, Sun, ete. 


‘The items in rows 2 through 13 all show series that can easily be created using the fill handle. 
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Note that Excel does not automatically extend a "1" to be "1, 2, 3". This is annoying and a little 
bit inconsistent. To force Excel to extend 1 to 1, 2, 3, you can Ctrl+Click the fill handle and drag. 
Holding down Ctrl reverses the normal behavior of the fill handle; using Ctrl when dragging the 
fll handle for the date in A17 causes Excel to copy the date without extending the series. 
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Right-click to Fill Weekdays 


‘This technique is excellent if you work Monday through Friday. You can ask Excel to fill in only 
the weekdays when you extend a series, 


Right-click the fill handle and drag. Initially, the tool tip looks as if Excel will fil in the weekends 
as normal. 
Figure 28.3 
Initially, the fil handie 
tooltip indicates that 
Excel wil filin the days, 
just ike normal. 


T arana ) 


However, when you release the fill handle, a context menu appears allowing you to choose Fill 
Weekdays, as well as other options. 
Figure 28.4 
Release the right mouse 
button io reveal more 
choices. 


Choose Fill Weekdays to only fill in Monday through Friday dates. 


Figure 28.5 
A st of weekdays 

generated by right- Monday, March os, 2007| 
dragging he fil Tuesday, March o6, 2007| 
handie. 


Wednesday, March o7, 2007| 
Thursday, March o8, 2007] 
Friday, March os, 2007] 
Monday, Marcha2, 2007 
Tuesday, March 13, 200; 
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Creating and Using 
Custom Lists 


The fill handle offers a cool way to extend a series like January, February, March... - but what if 
you need to fill a series unique to your business? 


You can set up a custom list that is unique to your job. Once you have a custom list, you can: 


© Extend a series by typing the first entry and then dragging the fill handle to extend the 
* Sort a database into a custom sequence, 


‘There are many situations where custom lists can be useful. 


* Accountants can create a custom list of cost centers or accounts. 
© Teachers can create a custom list of the students in your class. 
© Marketers can create a custom list of model numbers in a product line. 


Creating a Custom List. 
‘To set up a custom list, follow these steps: 


1. Type your list in a column of a spreadsheet, If you want to use the list for sorting into a custom 
sequence, be sure to type the list in the proper sequence. 


3. Select the range containing the list. 

3. From the Office Icon menu, choose Excel options. 

4. In the Popular category of the Excel options dialog, choose the Edit Custom Lists... button (see 
Figure 29.1) 

Figure 29.1 
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5. Because you selected the range in Step 2, that range is already entered in the Import reference 
box of the Custom Lists dialog (sce Figure 29.2). Simply click Import to add your entries as a 
new custom list, 


Figure 29.2 
The selected range is 
ready to import as a 
custom list 
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6. Click OK to close the Custom Lists dialog. Click OK to return to Excel. 


Using a Custom List to Fill a Range 


In order to use a custom list to fill a series, follow these steps: 

1. Enter the first items from the list in a cell 

2. Select the cell containing the first item from the list. Notice that the lower right corner of 
the cell contains a square dot. This is the fill handle. When you hover the mouse aver the fill 
handle, the mouse cursor changes to a plus sign, as shown in Figure 29.3 


Figure 29.3 
Watch for the mouse pointer 
to change to a plus sign. You 
‘can now click and drag the fill 


Y 
handle. B 
a 
5 
Men 
7 
8 
E 
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MLB SCHEDULE FOR THIS WEEK 


Sunday 
Monday 
Tuesday 
Wednesday 
‘Thursday 
Friday 
Saturday 
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3. Click and drag the fill handle to the right or down. A tool tip appears showing the entry that 
will appear in the final cell of the selection. (Figure 29.4) 


Figure 29.4 x m 


As you drag the ‘il handie, |4 Mt SCHEDULE FOR THIS WEEK 
a ool ip indicates he value 


that wil be placed in the final 
call of the selection. 


a sunday (oe) 
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E este 
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4. When you have reached the last entry in your list, release the mouse button, Excel will fll in 
the entries from the list, 


Using a Custom List When Sorting 


You may wish to sort a list into the same order specified in the custom list. This can be done, but. 
you need to use the Sort dialog instead of the AZ or ZA buttons on the ribbon. Follow these steps: 


1, Selecta single cell in the column to be sorted. 
2. On the Data ribbon, choose the Sort icon. The Sort dialog displays. 
Initially, the dialog box will offer to sort by your column, sorting on values, with the Order 


of A to Z. Choose the dropdown for Order and choose Custom List.... The Custom List dialog 
appears. 


4. Choose your custom list and click OK. You are returned to the Sort dialog box. The Order field 
now shows that the field will be sorted by your custom list, as shown in Figure 29.5. 


Figure 29.5 
‘After choosing a custom list, 
the Order field wil indicate 
the first few entries of your 
custom list 


5. Ifyou need to add additional sort fields, specify them in the Sort dialog. 
6. Choose OK to sort the data. The data is sorted into the same sequence as your custom list, 
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Editing Your Custom List 


Inevitably, items in your custom list will change. If you are a teacher, new students will move in 
and other students will move away. If you are a marketer, new products will be introduced. 
It is possible to edit your custom list. Follow these steps. 


1. From the Office Icon menu, choose Excel Options. 


2. Click the Custom Lists button in the Popular category. 


3. On the left side of the Custom Lists dialog, click on your list. This causes the list to appear on 
the right side of the dialog (see Figure 29.6) 


Figure 29.6 
After choosing alistinthe 
left list box, you can edit 
the items in the right list 
box. Click Add to commit 
the changes. 


4. You can now treat the right side of the dialog as a rudimentary text editor (think NotePad). 
You can add items by typing the Enter key to create a new line. You ean delete items by using 
the Backspace key. You can use Ctrl+X to cut a selected item and Ctrl+V to paste a cut item 
into a new location. 


5. When the edits are complete, click the Add button to apply the changes to your list. 


Tip: Here is a cool tip from one of the audience at my Power Excel seminar. 
Sometimes, the first name in your list is nearly impossible to spell, making the 
custom list less beneficial. This person suggested using a simple heading as the 
first item in the list — something like Class! for the students in the first period 
list. Type Class1, drag the fill handle, and then delete the first entry. You have 
to admit that it is easier to spell "Class" instead of “Jailynn Kevitney". 


Joining Text 


You know that Excel is great at calculating numbers, but did you know that Excel can also perform 
calculations on text as well? 


In Figure 30.1, you have a data set with first names in column A and last names in column B. You 
‘would like to join these together into a single cell in column C. Ideally, you would like the names 
in proper case instead of upper ease. 


Figure 30.1 
‘You don't need to re-type 


the mames inorder o [1 FIRST NAME LAST NAME Name 
jn Mem feum DENNI: RAYMOND 

NATHAN DUFFY 

JIMMY SPENCER 

LOLA BAIRD 

BRANDI HAYNES 

DONALD REEVES 

SHELLY CROSBY 


‘The solution is a big word called concatenation. While you use a plus sign to add numbers, you use 
‘an ampersand to join text entries, 


A formula of =A2&B2 would provide the result of DENNISRAYMOND. Since you probably want 
a space between the names, you will use one ampersand to join A2 with a space and then another 
ampersand to join B2 (=A2&" "&B2). 


In Figure 30.2, the names are joined together, but they are still in upper case. 
Figure 30.2 


The formula joins A2, a 
space, and B2. 


RAYMOND ENNIS RAYMOND. 
DUFFY NATHAN DUFFY 
SPENCER JIMMY SPENCER 
BAIRD LOLA BAIRD 
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In order to convert the text to proper case, wrap the formula in the PROPER function. This 
function will capitalize the first character and every character that does not follow a letter. This 
rule works almost perfectly — the "C" in Campbell in C22 is capitalized and the “N” in O'Neal in. 
C23 is capitalized. You will have to go through manually looking for improper capitalization — for 
example, the “K” in McKenzie in C24 is not properly capitalized. 


Figure 30.3 
The PROPER function works 


fe] =PROPER(A228" "&822) 


well, except when an interior 
letter should be capitalized, 
as in McKenzie. 


24 ROBERT 


JUDITH CAMPBELL Judith Campbell 
O'NEAL Chris O'Neal 


MCKENZIE Robert Mckenzie 


‘Tip: You might be tempted to delete columns A and B after joining the text in 
column C. Before you can do this, you must convert the formulas in column C to 
values. Select the range of data in column C. Use Ctrl+C to copy. Then choose 
Home — Paste - Paste Values to convert the formulas to their current value. 


‘There is a particular problem when you attempt to join text with a cell that is formatted as a date 
or as currency. Although cell F11 in Figure 30.4 is nicely formatted, you lose the formatting when. 
you join text with cell F11, as shown in cell A13. 


Figure 30.4 
"When you join text with 
dates or currency, the 
result is an unformatted 
number. 


2 
Please remit 6674.12 on or before 39551. 


The problem is worse when you join text and a date. The formatted date is converted back to a 
serial number. Most of your customers will not understand that a date 39,551 days after January 


1, 1900 is in April 2008, 
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‘To solve the problem, you need to use the TEXT function. The first argument of the TEXT function 
is a date or a number. The second function is a custom number formatting code. 


Figure 30.5 Cmm 
The red taic txt in At | 
is the fomula used to [4 
Generate A13. s 
D 
E eed 
|x| LI E 
m 
[aa Please remit $6,674.12 on or before Sunday April 13, 2008 
1 ease rent “TEXTE "SAPO" on or before "&IEXTCIAA wld rom d jy 


The corrected formula in A13 is -'Please remit "@TEXT\F11,"$4,##0.00")&" on or before 
“@TEXT(C3+C4,"dddd mmmm d, yyy"). The difficult part of this formula is figuring out the proper 
custom numeric formatting code. Use the tip below. 


Tip: Ifyou havea cell that is already properly formatted, you can discover the code 
for that cell. For example, select cell F11 in Figure 30.5. Type Ctrl+1 to display 
the Format Cells dialog. Choose the Number tab, and then click on Custom in 
the Category list. The Type: box changes to display the custom number format. 
You can select those characters, type Ctrl+C to copy, and then later paste them 
inside of quotes as the second argument of the TEXT function, 


Figure 30.6 
After choosing the Custom 
category, the actual numeric 
formatting code forthe selected 
ceil appears in the Type: box. 
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Splitting Apart 
Text 


If you receive data from another system, you will be amazed at how often the data will have 
multiple fields in a single cell. 


The process of splitting data in one cell to become data in multiple cells in called parsing data. In. 

Excel, the feature is called Text to Columns. 

Excel can handle two types of situations: 

* In Fixed Width data, each column is defined by a certain width. This means that you might 
always find the Revenue field in the 54th through 66th characters of cach cell. This format is 
popular from old COBOL computer systems. 

* In Delimited data, each column is separated by a certain character. You will often find data. 
separated by commas or tabs. However, Excel can handle any character that might be used as 
a separator. 


Tip: If you specify that a space character is the delimiter, you can use Text ta 
Columns to break each ward into a separate column. This can be useful for 
breaking a full name into two columns. 


Splitting Apart Fixed Width Data 
‘The dataset in Figure 31.1 may not look like a fixed width dataset. 


Figure 31.1 Bin mmn m nan 
This data does not appear |l XYZCONPANY 

tobe fixed width due tothe [2 ACCOUNTS RECEIVABLEAGING 

proportional fonts used im [3 |As oF 6/30/2007 

Excel EN 


5 (Customer Curent 1- 3031- 6061-90 -90 TOTAL 
[6 Agie Xylophone Comoraion 000 250.00 0.00 ooo 000 25000 
T Alling Opener Company 020308516 000 0.00 000300516 
3 AllwingPsioTradere 600 000 000 0.00 31500 315.00 
9 Atsactive Eggbeater Prine 0.00 000 0.00 000 21582 21582 


‘However, if you change the font to Courier New, you will see that the columns do line up nicely, 


Figure 31.2 = [EE EDEN ED MER NES 
In a courier font, the asite zy1ophane Corporation 0. 00 0.00 0,00 250.00 


columns basicaly ine up, !2iae sears mecs 0.00 0,09 3,005, 3¢ 
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1. To split the columns, select your data, including the headings, but not including the titles. In 
this case, you would select from A5:A39. 


From the Data ribbon, select Text to Columns, 


3. In the Convert Text to Columns Wizard - Step 1 of 3, choose that the data is Fixed Width and 
lick Next. 


4, As shown in Figure 31.3, Excel adds lines to the Data Preview to show where each field should 
be broken. Excel often guesses wrong, so spend some time examining the lines. 


Figure 31.3 
Make sure the column lines 


are inthe right position. 


Ifa line is in the wrong position, click and drag to move the line. If you need to delete a line, double 
lick the line. To add a new line, click in the Data Preview to show where the new line should be. 
It is OK to use the scroll button on the right side of the dialog to seroll dawn and see more than 
the first few records. 


5. When you have the lines in the correct places, click Next. 


6, In Step 3 of the wizard, you can assign field types to each column. First click a column in the 
Data Preview and then choose one of four options for the field at the top left of the dialog. You 
should definitely do this for date fields, 


Figure 31.4 
if you have a date feld, 
choose ihe column and 


select the proper dato style. 
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* If you have date fields, assign them as dates and choose the appropriate choice from the date 
format dropdown to show how the incoming data is arranged. For U.S, dates, you will usually 
select MDY for Month/Day/Year. If your data is from Europe, it might be in DMY for Day/ 
‘Month/Year, Some clever COBOL programmers used to use YMD for Year/Month/Day. 


* Ifyou want to skip importing a field, choose Do Not Import Column (Skip). This is useful if 
every row contains the word "Customer" or a dash or something that you don't really need in 
the data. 


© Ifyou have a customer number or a zip code where you need to preserve leading zeroes, change 
the format to Text. However, using the Text choice will cause many headaches in your data 
in the future. For example, you will never be able to enter a formula in a column formatted 
as text. Use the Text option sparingly! Unless there are leading zeroes or trailing spaces that 
must be preserved, leave the format as General. 


‘Most fields should be left as General. Excel will decide if they are numeric or text. 


© Click the Advanced button if your data has either of two anomalies. The Advanced button 
has options that can handle when the negative sign appears immediately after a number. It 
can also handle data from Italy and other European countries where a comma is used as the 
decimal separator and a period is used as the thousands separator. 


7. Click Finish to complete the operation. 


Figure 31.5 
Some data is too wide for current 30-Jan 31 - &t61 - 9C» 90 TOTAL 
the default column width, o 250 o o 0 250 
resulting in #484 errors. ET ol n ato 
o D o 0 35 315 
o o [] 0 215.82 215.82 


8. The Text To Columns command does not resize the columns and they almost always need to be 
resized. Select your new output range and choose Home — Format — AutoFit Column Width. 


9. Scan your data to make sure that the parse command worked correctly. For whatever reason, 
the data for column B in row 21 was off by a character. Manually fix this data. 


Figure 31.6 
The command worked 
perfectly except for row 21. 
Manually fix this by typing 
100 in B21 and removing 
the 1 from the end of A21. 


‘The process of splitting delimited data is similar. The next example introduces a new twist - not 
haying room for the parsed text. 


Splitting Apart Text 193 


Splitting Apart Delimited Data 


In Figure 31.7, column A contains both a vendor code and a part number, separated by a dash, 


Figure 31.7 
‘You want to break 
the itam # into twa 
columns. 


ltem & Qty Cost. Value 
BOI-80905 
DEM-33643 
AUT-61948 
TOL-95885 
AUT-23420 
PHI-32522 
CIN-94843 


EEESSESe 
MEANS 
" 
seg 
5 
E 


249.5 499 


that the dash is the delimiter, you can use Text To Columns to split column A into 


‘The problem, though, is that the Text To Columns output would overwrite the quantities in column 
B. Before you use Text To Columns to break apart column A, you should insert at least one blank 
column to the left of column B. 


To be safe, you might want to insert a couple of blank columns. Say that someone who keyed the 
inventory accidentally typed TOL-377-4 instead of TOL-37704. The Text to Columns command will 
assume that this field should be split to three columns. If you don't insert several blank columns 
between A and B, you will have the stray “4” character overwriting the quantity in column C. 


Follow these steps to parse the data in Figure 31.7. 


Select cells in columns B and C . Perhaps B1:C1 or B2:C2, 
From the Home ribbon, select Insert — Insert Sheet Columns, This will insert two blank 
columns to the right of column A. 

3. Select the data to be parsed. One shortcut is to select cell A2 and then press 
Ctrl+Shift+DownArrow. 

On the Data ribbon, select Text to Columns. 

In Step 1 of the Wizard, choose Delimited. 

6, In Step 2 of the Wizard, you can choose the delimiter. Excel suggests using a Tab character, 
which is wrong. None of the ather choices (Semicolon, Comma, or Space) will work. Check the 


box for Other and then type a dash in the Other field. The Data Preview window shows the 
data being broken apart into two fields, 


PES 
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1M 
Figure 31.8 
Specify that fields are |{ Gower Tee tmm Wea Sep? 
delimited by a dash. E —G 


7. Click Next to go to the same Wizard Step 3 as discussed previously. Leave all fields as 
General. 

8. Click Finish to separate the data, 

9. You expect your data to fill two columns, See if any data accidentally spilled aver to a third 
column. Select cell C1, Type the End key (usually above the numeric keypad). Type the Down 
Arrow key. If the cell pointer moves to A1048576, then you know that there is no data in 
column C. However, if the End+Down keystroke combination finds any data in column C, then 
you know that there was an extra dash in the original entry. In Figure 31.9, the data in row 14 
‘was probably caused by an original value of TOL-337-4. Manually fix this. Repeat Step 9 until 
there are no further values in column C, You can then delete the extra column C. 


Figure 31.9 
An enra dash caused part of the A » mad er 
item number to spil to a thid 9 {CAN 36546 5 T8535 147 
column in row 14. If column C hadn't [AO AUT p 1 17476 17476 
been blank, this value would have | 11 DEM 14510 a 4664 189656 
overwritten another cell 12 CLE 75366 12 293) 24584 
12 coL 30516 3 masa 170256 
ToL mds nas 
15 (CIN E 2 m8 2516 
16 PHI Taie 1 a 2160s 


Separating SMITH, JOHN L. 


Figure31.10 presents an interesting dataset. The last name and first name represent data delimited 
by a comma. The first name and middle initial represent data delimited by a space. 


bi 


CAMPOS, CHAD M 
PERKINS, BILLY Y 
INGRAM, TIMOTHY B 


: 
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In this situation, you will use Text To Columns twice. Follow these steps. 
1l. Select the names in column A. 


2. Use Text To Columns. Specify Delimited in Step 1 and Comma in Step 2. You will now have 
last names in column A, with First Name and Middle Initial in column B. 


Fi reakneseé at MEN A B 
MS NAME 

FLORES STEVEU 
WEAVER KELLI F 
COLLINS MARLENEE 
CAMPOS CHADM 
PERKINS BILLY Y 


C tn [as | 9 | | 


Select the names in column B. 
Use Text To Columns, Specify Delimited in Step 1 and Space in Step 2. 


In Step 3, you will notice that each name in column B starts with a space left over from the 
first Text To Columns. Choose the first column and specify that Excel should not make a new 
column out of this space by using the Do Not Import option. 


Figure 31.12 
‘Skip the inal space, | Convert Text to Columns Wiza! 


‘This screen lets you select each c 
Column data format. 
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6. Click Finish to split apart first name and initial, 


7. Select cell D1. This column should be blank. Type the End key. Type the Down Arrow key. If 
there are any values in column D, it might be a person with a two-word first name. Manually 
fix this entry. Repeat Step 7 until there are no values left in column D. 


woe eet oh mu 0r 
names. i2 DIANA IT 
[3 ware mm [—] 
4 DELORES T 
5 THOMAS v 
ló [DANIELS KELLI D 


Using Text To Columns to Convert Text to Numbers 


One annoying problem in Excel is when you have cells that look like numbers, but they actually 
contain text representation of numbers. 


‘Many people try using Format Cells and changing the format from Text to Numeric, This fails 
because it will not fix incorrect entries already in the column! 


Instead, select the column and use Data — Text To Columns, 


Choose Fixed Width in Step 1. In Step 2, double click any field lines that appear. 


3. In Step 3, specify a General format. Click Finish, Excel will convert the text numbers to real 
numbers. 


Adding Subtotals 
Automatically 


Automatic subtotals are not a new feature — they were added in Excel 97, However - if you have 
never used them, they will seem miraculous to you. Even if you have used the Subtotal command, 
read through this chapter, because there are some tricks available once you have subtotaled the 
worksheet, 


In Figure 32.1, you have a large dataset. You would like to add a total for cach customer that will 
total Quantity, Revenue, COGS, and Profit. 


Figure 32.1 
Your manager wants 
this data summarized by 
Customer. 


Follow these steps to add subtotals. 


1. The data should be sorted by Customer. Select a single cell in the Customer column. On the 
Data ribbon, select the AZ sort button. Excel sorts the data by Customer. 


2. On the Data ribbon, click the Subtotal icon. 


Figure 32.2 
Find the Subtotal 
‘command on the 
Data ribbon. 


Subtotal 


EL] Total several rows of related data 
together by automatically inserting 


subtotals and totals for the 
selected cells, 
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3. The Subtotal dialog always assumes that you want to subtotal by the left-most field and that. 
the subtotal will be applied to the right-most field, as shown in Figure 32.3. Change Region to 
Customer, ensure the function is the Sum function, and add checkmarks to Quantity, Revenue, 
and COGS, as shown in Figure 32.4. If you want each customer on a new page, click Page 
Break between Groups. 


Figure 32.3 
Initially, the dialog 
box proposed to 
subtotal by the lef- 
most field. 


Figure 32.4 
"your rightmost fed — | Suotonai 
contains text, be sure ES 


tochange the Function maman 


dropdown from Count oe 
fo Sum. C O) 
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4. Click the OK button. Excel quickly inserts new rows at every change in customer and adds new 
Subtotal functions as shown in row 6 and row 11 of Figure 32.5. 


Figure 32.5 
Excel quickly adds 
the subtotals. 


5. Notice that, to the left of column A, you have new buttons labeled 1, 2, and 3. These are the 
Group and Outline buttons, which are added automatically by the Subtotal command. Click 
the 2 button to see a summary of the Customer totals as shown in Figure 32.6. If you press the 
1 button, you will see just the grand total. If you press the 3 button, you will see all ofthe rows 
again, as shown in Figure 32.5. 


Figure 32.6 
Pressing the "2" Group and 
Outline button provides an. 
excellent view of just the 
Customer totals. 


Removing Subtotals 


To remove automatic subtotals, select one cell in the dataset, Click the Subtotal button in the Data 
ribbon. In the Subtotal dialog, click the Remove All button. 


Adding Two Sets of Subtotals 


Say that you want to add two sets of subtotals ~ perhaps subtotals by Region and Product. The key 
step is Step 5 below. Follow these steps. 
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l. Sort by the inner field. Click a cell in the Product column and click the AZ sort button on the 
Data ribbon, 


2. Sort by the major field. Click a cell in the Region column and click the AZ sort button on the 
Data ribbon, 


4. Click the Subtotal button. Add subtotals to the major field first — in this case, the Region field. 
Click OK to add the Region subtotals, 


4. Click the Subtotal button again. Change the first dropdown from Region to Product. 
‘The key step is to uncheck the box for Replace Current Subtotals. 
Click OK to add subtotals by Product, 


You now have four Group & Outline buttons. Click the 3 button to see subtotals by Product within. 
Region. 


Figure 32.7 
Two levels of 
subtotals 
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Copying Only the Subtotal Rows 


Once you have data in the “2” summarized view, like you see in Figure 32.6, a natural reaction is 
to copy the subtotal rows and paste them to a new worksheet. Unfortunately, this also brings along 
the detail rows. 


It is easy to copy only the subtotal rows, yet it is an incredibly obscure trick, 
1. Add subtotals to a dataset and collapse the dataset using the 2 Group and Outline button. 
3. Select from the final grand total row up to the first heading. 

3. Type Alts; (that is, hold down the Alt key while pressing the Semicolon key). 


4. Click Ctrl+C to copy. You will see that Excel is selecting just the visible rows as shown in 
Figure 32.8, You can now paste to another worksheet. 
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Figure 32.8 
Use Alt^; to select only 
the subtotal rows. FAIR] 
taterteotie Te]. 7 7 3300 (BRI HE RT 
DOSE nonnai iaasa FLA Fea n 
pisc UM E Dei 
DO Fol 38 anh T BASA 398,108 Aaa aa 
erent Oven Company Toll ST 


The key step is using Alt+; to select only the visible rows. Altt; is the shortcut key combination 
that replaces Home — Find & Select ~ Go To Special — Visible Cells Only ~ OK. The Go To Special 
dialog is a powerful dialog. Figure 32.9 shows the ribbon location of the Go To Special command. 
Figure 32.10 shows the Go To Special dialog. This dialog is useful for selecting only the blanks, or 
only the errors, or only the formulas in a selection, 
Figure 32.9 
The Go To Special 
command is fairy 
well hidden. 


| constants 
Data Validation 


Figure 32.10 
‘There are many useful 
options in the Go To 
Special dialog 


‘The Alt«; trick also works when you want to format the subtotal rows, as described in the next. 
section, 
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Formatting the Subtotal Rows 


‘The ability to select only the visible cells within a selection allows you to format the subtotal rows. 
Say that in Figure 32.7, you want the Product totals to be in teal and the Region totals to be in 
orange. Follow these steps. 

1. Add subtotals by Region and Product. 

3. Click the 3 Group and Outline button to see the Region and Product totals. 

3. Select from the last Product total in H584 up to the first Product subtotal row in A31. 


Figure 32.11 
Select the range of 
Product subtotals. 


‘Type Alt«; to select the visible cells within the selection. 

From the Home ribbon, choose Cell Styles — Accent 5. 

6. Click the 2 Group and Outline button, 

7. Select from the last Region subtotal in H585 up to the first Region subtotal in A209. 
Figure 32.12 
Select the range of 
Region subtotals. 


8. Type Alts; 

9. From the Home ribbon, choose Cell Styles — Accent 6. 

10, Click the 4 Group and Outline button. You will see that each level of subtotal has been assigned 
the selected color. Again, the trick here was using Alt«; in Steps 4 and 8 to select only the 


visible cells. moure 3213 


When you display the 
detail lines again, the 
subtotals appear in an 
offsetting color 


ae 


Using Speak Cells 


tis possible for Excel to talk to you. Lam not suggesting that you have so few friends that you need 

to talk to a computer. Instead, this is a great trick for proofing a spreadsheet. 

Say that you have keyed in a lot of data and want to compare it to a printed piece of paper. Select 

the cells and choose Speak Cells, Excel will read the numbers on the sereen and you can keep your. 

eyes on the paper. 

You can also use the Speak Cells on Enter feature to have Excel speak all new values entered in 

the workbook. 

While the Speech Toolbar used to be featured on the Tools menu, the icons have been removed 

from the ribbon. You will have to customize the QAT in order to have access to this feature. 

1. Right-click on the QAT and choose Customize Quick Access Toolbar, 

2, Inthe left dropdown, choose Commands Not In the Ribbon. 

3. Scroll down to the five icons that begin with “Speak”. Add these icons to the Quick Access 
‘Toolbar by clicking the Add>> button. 

igure 33.1 

You have io add the 

icons to the GAT to 

use them. 


You can now select a range of cells and Figure 33.2 

click the Speak Cells icon, Excel will Excel wil read 

read the cells to you. the selected cal 
to you. 
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The complete suite of speech icons are as follows: 


© Speak Cells — reads the current selection to you. 
© Speak on Enter — reads cells as they are entered. 


© Stop Speaking Cells — prevents Excel from continuing (useful if you inadvertently ask Excel to 
read a million cells). 

* Speak Cells by Columns — reads the left-most column and then proceeds to the next column if 
you have Excel speak a rectangular range. 


© Speak Cells by Rows ~ reads the first row and then proceeds to the next row if you have Excel 
speak a rectangular range, 


‘Tip: I just finished reading Good Days and Mad, a memoir by Dick DeBartolo 
of life in the offices of MAD magazine. Dick talked about the usual pranks that 
‘were common in the heyday of the magazine. It would seem that a great prank 
would be to customize the QAT, turn on Speak Cells on Enter, then remove the 
button from the QAT. The victim would return from lunch to find that Excel 
starts repeating everything that they type. 


Recording a Macro 


Every copy of Excel shipped since 1995 has an incredibly powerful macro recorder hiding behind 
the cells. This macro recorder allows you to automate repetitive tasks. 


Tip: Instead of using the macro recorder, you can learn Visual Basie for 
Applications and write amazing utilities that will automatically generate 
hundreds of weekly or monthly reports. For a 300+ page guide to Excel VBA, 
check out VBA & Macros for Microsoft Excel from QUE, 


In this chapter, you will learn how to record two simple macros. 


* Say that your job requires you to format certain cells with a particular format. Perhaps red 
bold font on a pink background with thick red overlines and underlines. You are constantly 
auditing worksheets and need to apply this format thousands of times a day. The first macro 
will add a FormatRedBold command to your personal macro workbook and add an icon to the 
QAT so that you ean run the macro with a single mouse click, 

© Say that you have a one-time repetitive task. You need to do a mail merge and someone has 
sent you data going down column A instead of across columns A, B, and C. You are facing the 
prospect of doing a few hundred Paste Transpose commands unless you can automate the 
process. The second macro will be a temporary macro stored in the data workbook that you will 
use to solve the current problem and then throw away. This macro requires you to understand 
an important concept called Relative References. 


Preparing to Work with Macros 


Mast of the macro commands are hidden on a Developer ribbon. From the Office icon, choose Excel. 
Options. In the Popular category, choose Show Developer Tab in the ribbon. 


Figure 34.1 
Enable ihe Developer ab. 
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Choose the Macro Security icon from the Code group of the Developer ribbon, 


Figure 34.2 
tab ts aval, Jou e Ae E Record Macro. 
have easy access tothe 
‘security setting. Huse Relative References 
Visual Macros 
Basic 


Choose Disable all macros with notification. This option lets you choose to enable macros that you 
have written but prevents macros in other workbooks from running. 


Figure 34.3 
It îs completely unintuitive, 
but this setting is the same 
as the Medium security 
setting in previous versions 
of Excel 


© Enable all macros not recommended; potentially dangerous code can run) 


Recording the FormatRed Macro 


‘The first macro is a macro that you want to be available in all workbooks that you open. This macro 
will format the selected cell(s) with a bold red font, pink background, and thick red top and bottom. 
borders. 


1. In the Developer ribbon, click the Record Macro button. 
2. In the Record Macro dialog, give the macro a useful name, Macro names can be up to 24 
characters, but cannot have spaces in the name. In this case, FormatRed would work as a 
3. You want this macro available in any workbook that you open. Choose to store the macro in 
the Personal Macro Workbook. 
4, Add a description about the macro, 
Figure 34.4 
Fil out the Record 
Macro dialog before 
recording. 
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5. Click OK to begin recording the macro. 

6. On the Home ribbon, choose a red font. Click the Bold icon. In the Fill dropdown, choose More 
Colors and choose a pink color for the fill. 

7. In the Borders dropdown, choose More Borders. 

8. Inthe Border tab of the Format Cells dialog, choose a red color from the dropdown in the lower 
lef. 

9. Choose a thick line in the Style box. 

10. In the Border area, click the top and bottom to apply a thick red border to the top and border 
of the cell. Click OK to dismiss the Format Cells dialog. 


Figure 34.8 
When using the 
Border dialog, you 
have to choose color 
and line style before. 
drawing the borders 
on the right. 
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In the lower left corner of the Excel 2007 window, there is a Stop Recording button. Click this to 
stop recording the macro, 


Figure 34.8. 
The Stop Recording button 
is in the lower left of the 
Excel window. 
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Testing the FormatRed Macro 


In the next section, you will add an icon to the QAT for the macro. But first, you should test the 
macro. Select another cell. From the View ribbon, click the Macros icon, Select the option for 
PERSONAL XLSB!FormatRed and click Run. The new cell should receive the proper formatting. 


Note that during the recording of your macro, you should not have moved the active cell. This 
allows Excel to format whatever cell is selected. If you accidentally chose another cell during 


recording, your macro may not work as desired. Try recording another macro; perhaps calling it 
FormatRed2. 


Adding an Icon to the QAT for the FormatRed Macro 


‘The easiest way to run the macro is to add a button to your Quick Access Toolbar for the macro. 

Follow these steps 

1. Right-click the QAT and choose Customize Quick Access Toolbar. 

2. The Choose Commands From dropdown is on the top left of the customize dialog. Open the 
dropdown and choose the Macros category. 

3. In the left listbox, choose PERSONAL XLSB!FormatRed. Click the Add»» button to add the 
macro to the QAT. 

4. On the right side of the dialog, click the newly added FormatRed entry. Click the Modify 
button at the bottom of the right listbox. Excel displays the Modify Button dialog. 

5. Scroll through the Modify Button dialog to choose an icon that might indicate a red format 
to you. This is one area where Excel 2007 is lacking — in Excel 2003, there were 4000+ icons 
available. Excel 2007 offers only 200 icons. Of course, none of the icons look anything like bold 
red text on a pink background, so choose anything that is remotely similar, 

6. At the bottom of the Modify Button dialog, type a new Display Name. This is the text that will 
‘appear as a tooltip when you hover over the icon in the QAT. 

7. Click OK to close the Modify Button dialog. Click OK to close the Excel Options dialog 


The QAT now has a new icon. Select a new cell and click the icon in order to run the recorded macro 
on the selected cell. Figure 34.7 
A custom icon in 
the QAT makes the 
macro easy to run. 
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Recording a Macro When the ActiveCell Will Move 


There is an important concept for when you are going to record a macro that will change which 
cell is selected. 


Consider the dataset in Figure 34.8. You want to do a mail merge in Word. The fields need to go 
across the columns instead of down the rows, 


Figure 34.8 = 
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13 Magnificent Fumace Company 
Say that you recorded a macro to fix one name. Excel would literally record these commands: 


Cut cell A2 and paste to B1 
Cut cell A3 and paste to C1 
Delete rows 2, 3, and 4 
Select cell AZ 


This is not a very useful macro. It is hard-coded to only fix data in cells A2:A4. There is only one 
record that will ever be in A2:A4. 


You instead want to have Excel record your relative actions, If you start in cell A1 when you record 
the macro, you want Excel to record these actions: 


Go down one cell. Cut. 
Go up 1 and over 1. Paste. 

Go down two cells and left one cell. Cut. 
Go up 2 and over 2. Paste. 

Go left 2 cells and down 1 cell. 

Delete the current row and the next 2 rows. 
Select the current row. 


1f you want Excel to record your relative actions, you need to click the Use Relative Reference 
button in the Developer ribbon. 


Follow these steps to record a macro to fix one record in the current dataset, 

1. Start on the name in cell A1. 

2. Click the Record Macro button in the Developer ribbon. Excel displays the Record Macro 
dialog. 


3. This will be a macro you use to solve the current problem and then you will never use it again. 
It is fine to leave the name as the generic name of Macrol, 
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4. Assign a shortcut key of Ctrl+a. Yes, Ctrl+a already means something. However, you will be 
running the macro for a minute and then you will throw it away, so it is fine to use a keyboard 
shortcut that is easy to hit. 

5. For Store Macro In, choose This Workbook. 

6. There is no need to fill in a description. 


Figure 34.9 
For a single-use macro, 
you don't need to fil in 
the description or even 
use a descriptive name. 


7. Click OK to begin recording the macro. 
8. Click the Use Relative Reference icon in the Developer ribbon, 


Use the keyboard instead of the mouse while recording the macro. Type the Down Arrow to 
move to A2. 


10. Type Ctrl+X to cut. 

1L. Type the Up Arrow, Right Arrow, and then Ctrl+V to paste. 

12. Type the Left Arrow, Down Arrow, Down Arrow. 

13. Type Ctrl+X to cut. 

14, Type the Up Arrow twice, Right Arrow twice, and then Ctrl+V to paste. 

15. Type the Left Arrow twice and the Down Arrow once to move to the now-blank cell A2. 

16. On the Home ribbon, choose Delete — Delete Sheet Rows, Repeat this command two more 
times, 

17. At this point, you should have fixed the first record and deleted the blank rows. The cell pointer 
should he on Savory Treadmill Company in cell A2. Click the Stop Recording button in the 
Developer ribbon. 


Figure 34.10. 
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To run the macro to fix the next record, type Ctrl+A. 


Figure 34.11 T - 7 
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3 [993 Madison Blvd. 
9 Louisville, SD 76555 
If it appears that the macro is working, you can hold down Ctrl+A and watch as Excel runs the 


‘macro repeatedly. In less than a minute, Excel will have run the macro 100 times and fixed all of 
the records in your dataset. 


Figure 34.12 rare eT 
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Macro Wrap-up 


‘The macro recorder has some frustrating limitations. If you understand when to use the Use 
Relative References button, you can record fairly useful macros that will save you lots of time. 


In most cases, any limitations of the macro recorder can be overcome by someone who knows Excel 
VBA. There are many fantastic resources on the web of people who will help you with simple VBA. 
‘The MrExcel Message board is staffed with volunteers who will help you tweak your VBA code (sce 
Chapter 39 on page 160), Or, hire a consultant from MrExcel Consulting to put the code together 
for you for an inexpensive fee. Visit http//www.mrexcel.com/consult.shtml for details. 


Solving Simultaneous 
Equations 


‘Most of the math in this book is fairly simple, Excel is extremely powerful and ean quickly solve 
complex problems, 


like the example in this chapter because I remember having to spend a lot of time in high school 
algebra solving these types of questions. If you are a fan of the Ask Marilyn column in the Parade 
Magazine, she often poses questions that require this type of logic. 


Tt is fascinating to me that by mastering a few simple functions, you can now solve these problems 
with ease. 


The Problem to Solve 


While my books are sold in major bookstores like Borders, Chapters, Amazon, and Barnes & Noble, 
Ido sell a lat of books directly to the buyer. I try not to compete on the price of a single book, but 
if you buy a bundle of books from MrExcel.com, you will save money compared to shopping at 
Amazon, Consequently, most of the orders that I ship are for a bundle of books. 


Now, you might have learned from reading the acknowledgements in my books that my sister Barb 
processes, packs, and ships all of the MrExcel,com orders. Barb is in Arizona. However, when Barb 
ison vacation, I end up packing and shipping the books from Ohio. I don't have a scale in my office, 
and so I am always trying to guess the weight of a package as I fill out the FedEx air bill. 


When I actually show up at the FedEx counter, I can find the weight of the final package to see if 
Twas correct. 


Today, I arrive at the FedEx counter with four boxes. The boxes contain various combinations of 
four books. 


* Box 1 weighs 26.05 pounds. It contains two (2) Learn Excel, three (3) The Spreadsheet at 25, 
one (1) Pivot Table Data Crunching, and four (4) Special Edition Using Excel 2007. 

* Box 2 weighs 9.75 pounds. It contains one (1) Learn Excel, one (1) The Spreadsheet at 25, one 
(1) Pivot Table Data Crunching, and one (1) Special Edition Using Excel 2007. 

* Box 3 weighs 30.4 pounds. It contains five (5) Learn Excel, four (4) The Spreadsheet at 25, 
three (3) Pivot Table Data Crunching, and two (2) Special Edition Using Excel 2007. 

* Box 4 weighs 25.3 pounds. It contains four (4) Learn Excel, two (2) The Spreadsheet at 25, four 
(4) Pivot Table Data Crunching, and two (2) Special Edition Using Excel 2007. 

Assume that the box and packing material weighs exactly one pound in each case. Solve to figure 

out the weight of each individual book. This type of problem is known as solving a system of 

simultaneous equations, 
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Solving the Problem 


Rows 2 through 5 of Figure 35.1 restate the information from above. Note that the weights are 1 
pound lighter than described above to account for the box. Also, I've used A for Learn Excel, B for 
The Spreadsheet at 25, C for Pivot Table Data Crunching, and D for Special Edition Using Excel 
2007, 


In A7:F11, I've built a table describing how many of each book was in each box and the weight of 
the box, For example, A8:D8 shows the number of each type of book in Box 1 and F8 shows the 
weight of the books in that box. 


Figure 35.1 
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The range A8:D11 contains the coefficients of the original problem. This range is four rows by four 
columns, 


Select a new 4x4 range. Type the formula -MINVERSE(AS:D11). Do not type the Enter key. 
Instead, hold down Ctrl+Shift while pressing Enter. This keystroke tells Excel that you want a 
single formula that will return the answer in the 16 selected cells. You will notice in the formula 
bar of Figure 35.2 that Excel added curly braces around the formula. You don't type these braces, 


Figure 35.2 
Set up a MINVERSE 
array. 


154 Solving Simultaneous Equations 


Select a new range that is four cells tall by one column wide. Use the =MMULT function to matrix 
multiply the MINVERSE range by the weights in F8:F11. The function is =MMULT(A14:D17,F8: 
F11). Again, do not type Enter. Instead use Ctrl+Shift+Enter. 


Excel will produce the answers shown in Figure 35.3. Those answers are the weights of the four 
individual books. Learn Excel is 3.5 pounds. Special Edition Using Excel is 4.1 pounds, ete. 
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The Math Behind the Solution 


The MINVERSE function is the magic function in the solution. It creates a matrix inverse. The 

MINVERSE array has a special property. When you multiply the original array by the MINVERSE 

array, you will have an array with mostly zeroes and a one along the diagonal of the array. 
Figure 35.4 E A 
The special property of the f o a 
MINVERSE array is that, when ^ 
muliplied by the original array, 
the answer contains only ones 
along the diagonal. 


It is interesting that the worksheet in Figure 35.3 is a general purpose worksheet that can solve 
any system of four equations, You can type in new values in A8:F11 and the result in H&H11 will 
be the solution behind the problem. 


Tip: If you are a fan of math and formulas, check out Chapters 23-27 of Special 
Edition Using Excel 2007. In those chapters, I've attempted to produce real- 
world applications for all of Excel's 350+ functions. 


Cool Uses for Excel 
— Solving Sudoku 


‘Sudoku is an addicting puzzle craze that is sweeping newspapers. There are at least four different. 
tools in Excel for helping you solve Sudoku, but I really like the free Sudoku Assistant tool by 


Jobey Jones. 


Figure 36.1 
Enter the puzzle from 
the newspaper in the 
upper left green grid. 


‘The program provides five different analysis tools. Any square in Grid 1 that lights up in green has 
only one possible answer. As you fill those in the original grid, new cells will often have only one 
answer. I like this tool because it teaches you the logic of solving Sudoku on your own. 


Figure 36.2 
The possible numbers 
for each open box in 
the puzzle. The celis 
in bright green are the 
‘ones to solve first 


‘This tool, as well as several others is available for download from http:/www-mrexcel.com/tip109. 
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Calculating Texas 
Hold-Em Probabilities 


We have a gang of friends who occasionally get together for a night of Texas Hold-Em. In this card 
game, each person is dealt two cards face down. Everyone then shares five cards dealt face up in 
the center of the table. The person with the best hand wins. 


Texas Hold-Em has become very popular. There are a couple of cable TV programs that televise 
‘Texas Hold-Em tournaments, which possibly means that there are too many cable channels 
available! 


Usually, I show an example in my books that talks about using the COMBIN function to decide 


when the jackpot is large enough that you should play the lottery. In this book, I will switch up to 
show how to use COMBIN, FACT, and FACTDOUBLE to calculate some odds in Texas Hold-Em. 


Note: While writing Special Edition Using Excel 2007, I needed to find a real-life example 
for every Excel function. I initially hit a wall when trying to find a use for =SQRTPI and 
-FACTDOUBLE. Reader Dwayne Kuemper of Canada pointed out that FACTDOUBLE 
is not completely useless — it can be used to calculate Texas Hold-Em Probabilities. So, 
now we are only left with SQRTPI as the only seemingly uscless Excel function. 


Using the COMBIN Function 


At the start of a hand of Texas Hold-Em, you are dealt two hole cards, These are initially the only 
two cards that you see. How many possible combinations might you be dealt? 


‘This question is how many ways are there to choose two cards from a fifty-two card deck. The 
COMBIN function will solve this problem. Use =COMBIN(52,2) to show how many combinations 
are possible when dealing two cards from a fifty-two card dec 


Figure 37.1 5 
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Out of the 1326 possible combinations, many are of equivalent value, One suit is not worth more 
than another suit. The only questions are (a) do you have a pair of matching values, and (b) if you 
don't have a pair, are your cards of the same suit or not. 


‘There are 13 possible pairs that you can be dealt (A,A through 2,2). 


Of the suited cards, you have 13 possible first cards x 12 possible second cards. Since A3 is worth 
the same as 2A, divide by 2 to get 78 different suited hands 


Of the unsuited cards, you also have 13x12/2 or 78 hands. 
‘Thus, there are 13+78+78, or 169 different possible values of starting hands, 
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Figure 37.2 
Therearo 168.ferent — [7 Analysis oF the firsttwo hole cards in your hand 
shapes of hands you — 3 paaa pare 
can have in the intial — CS eed 
deal 10. United Hands 
I Total Poss Hands 
A 
13 [How many hands can a single opponent havet 
14| 1225 =s0"4072 


Analyzing a Single Opponent 


‘You know the two cards in your hand. If you have a single opponent, how many combinations of 
cards might the opponent have? There are fifty possibilities for the first card, and fourty-nine for 
the second card. That makes 1,225 possible hands for a single opponent. 

After an initial round of betting, the dealer flops the first three community cards. You now know 
the two cards in your hand, plus the three cards in the flop. This reduces the number of possible 
combinations for your single opponent to 47x46/2 or 1081, cards. 


Figure 37. 3 
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Possible Boards in a Two-Person Showdown 


Say that in a two-person game, after the initial deal, both players go all in and show their cards. 
How many possible combinations of the five-card board might be dealt? You know four cards. This 
leaves forty-eight cards. To find how many ways there are of dealing five cards from a forty-eight 
card deck, use =COMBIN(48,5) to see that there are 1.7 million combinations. 


Figure 37.4 
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Multi-Player Games 
In a Texas Hold-Em Tournament, you are usually playing against several players. 


Ifyou are playing against two opponents, how many combinations of cards might there be after the 
initial deal? You know your two cards, The first opponent would have -COMBIN(50,2) possibilities. 
The second opponent would have -COMBIN(48,2) possibilities. You are not concerned with which 
opponent will beat you, so you have to divide by FACT(2). There are 690,900 possible combinations 
in a game with two opponents. 


If you are playing against three opponents, how many combinations of cards might there be 
after the initial deal? You know your two cards. The first opponent would have =COMBIN(50,2) 
possibilities. The second opponent would have -COMBIN(48,2) possibilities. The third opponent. 
would have =COMBIN(46,2) possibilities. You have to divide by FACT(3). There are 238 million 
possible combinations, 


158 Calculating Texas Hold-Em Probabilities 


Figure 37.5 
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‘To generalize this formula, if you are playing N opponents, the formula is -COMBIN(50,2*N) 
times the Double Factorial of 2*N -1. The Excel function for Double Factorial is -FACTDOUBLE. 
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In a tenplayer game, you have your 169 possible initial hands, times the 622 quintillion 
combinations of opponent hands, times the number of combinations of dealing five cards from the 
remaining 32 cards -COMBIN(32,5). This works out to 2.1 x 10°28, or 2.1 Octillion, combinations. 
If Excel could analyze 10,000 hands per second and you networked 20,000 computers, it would 
require 3.4 quadrillion years of computing power to analyze all of the possible combinations. 


To read more about further analysis of Texas Hold-Em, check out the great Wikipedia article at 
hitp/len.vikipedia.org/wiki/Poker probability (Texas hold 'em). 
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Download Cool Spreadsheets 
from Office Online 


Rather than create your own spreadsheets, there are hundreds of free spreadsheets that you can 
download from Office Online. 


1. From the Office Icon, choose New. 


2. Inthe New Workbook dialog, look along the left side for a list of categories. Choose a category 
such as Budgets. 
3. The center of the dialog will offer thumbnails of a personal budget, family budget, expense 


budget, event budget, marketing budget and more. To try out a file, click the thumbnail and 
choose Download. 


Figure 38.1 
There are hundreds of 
free sample workbooks 
available in the New 
Workbook dialog, 


Be sure to check out the More Categories option on the left. There are spreadsheets for Address 
Books, Games, ID Cards, Itineraries, Quizzes, Scorecards, Tournament Brackets, and more. 


Caution! You must be using a legal version of Microsoft Excel 2007 in order to 
download the templates from Office Online. 
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Get Excel Answers from 
the MrExcel.com Board 


Ifyou are an Excel fan, join our community of Excellers at the MrExcel Message Board. 


The board was launched in 1999 as a way to provide answers for questions people have about Excel 
and Excel VBA. 

Since the launch, the community of Excellers at the message board has answered over 200,000 
questions, Every question and answer is archived at the site and is searchable. 

If you ever have an Excel question, post your question with sufficient detail. Usually within 
minutes, others will either ask clarifying questions or provide assistance. 

‘To get to the MrExcel message board, follow these steps: 


1. Visit www.MrExcel.com. 
2. From the left navigation box, choose Message Board. 


Figure 39.1 
Use the lefi navigation 
to find the message 
board. 
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3. Using the top right links, choose to Register. We ask for your e-mail address and for you to 
verify that you are age 13 or over. 
Figure 39.2 Brag 
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Got Excel Answers from the MrExcel.com Board 161 


4. After registering, click on the Excel Questions forum. 


Figure 39.3 
Other forums exist for 

Access, the Lounge, and 

questions in languages Mense VIE questions - farms mare; et tubes, 
other than English. general help, ete. Please post to this forum in English only. 


Moderator Maderitors 


5. Click on New Topic. 


Figure 39.4 
The New Topic button 
appears just above the 
Uist of topics. 


6, Build your question and click Submit. 


Tip: If you need to show an Excel spreadsheet in your post, download Cole's 
HTML maker from the link at the bottom of the forum. This tool will convert a 
range of your spreadsheet into HTML that can be posted at the board. 
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Document Themes & Cell 
Styles Across Microsoft Office 


Three components of Microsoft Office 2007 allow you to easily create documents that look like 
they belong together. If you are preparing a presentation in PowerPoint 2007, an introduction in 
Word 2007 and some tables in Excel 2007, all of these documents can look similar using Document. 
Themes. 


Cell Styles Borrowed from Word. 


Gurus of Microsoft Word have known about using styles for a decade. In Excel 2007, Microsoft 
promotes styles in Excel, adding a dropdown right on the Home ribbon offering 42 built-in styles 
as shown in Figure 40.1. 
Figure 40.1 
Excel offers 42 built 
Cell styles on the Home 
ribbon. 


Yes, you could customize Excel 97 to add a style dropdown to the toolbar. Yes, this seems like a 
gimmicky way to avoid using regular formatting. However, before you reject the idea, wait until 
you see how Excel styles interact with document themes. 


Document Themes, Borrowed from PowerPoint 


Ifyou dabble in PowerPoint, you know that you can change the slide background. You may or may 
not have noticed that when the slide background changes, the fonts, colors, font sizes and effects 
also change. As I create a PowerPoint document, I try to choose a background that matches my 
message, 


In PowerPoint 2007, Microsoft offers 20 themes, With each theme, you get new colors, fonts, effects, 
and a choice of backgrounds. Microsoft added these same 20 themes to Word 2007 and Excel 2007. 
Tf you choose a certain theme in PowerPoint, choose an identical theme in Word and Excel to make 
your entire report look like it came from the same application. You can staple together pages 
that came from Excel, Word, and PowerPoint. Provided you used the same theme in all of the 
applications, the documents should look similar. 
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Choosing a New Theme 


So far, most ofthe images in this book have been created using the Office theme. This is the default 
theme in Excel 2007. Figure 40.2 shows a worksheet with several elements; shapes, SmartArt 
graphies, a photograph, a chart, WordArt, and cells formatted with various cell styles 


Figure 40.2 
‘This documentis in the Office 
theme. 


To change the look and feel of your document, choose a new theme from the Themes dropdown on. 
the Page Layout ribbon. Figure 40,3 shows the document in the Verve theme. 


Figure 40.3 
Change to Verve theme 
for new colors, fonts, and 
effects. 
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‘Themes range from subdued, such as Paper (Figure 40.4) to gaudy (take your pick from Metro, 
Opulent, or Verve). 


Figure 40.4 
‘The Paper theme is 
more subdued. 


bit 


When you change a theme, you inherit new fonts, colors, and effects. The Colors dropdown shows 
the palette for each of the 20 built-in themes (Figure 40.5). 


Figure 40.5 
Colors available in the 
builtin themes. 
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While colors are fairly easy to understand, the Effects dropdown seems confusing. 


Throughout Excel 2007, galleries typically offer styles from plain to moderate to intense. For 
example, the Shape Styles gallery ranges from plain styles at the top, to moderate styles in row 3 
& 4 to intense styles in row 6. (Figure 40.6) 


Figure 40.6 
Many galleries in Excel 
2007 range from simple to 
moderate to intense. 


‘The effects dropdown shows three shapes for each theme, The circle is meant to indicate the effects 
when you choose simple styles. The arrow is meant to indicate effects when you choose moderate 
styles. The rectangle is meant to indicate effects when you choose Intense styles. (Figure 40.7) 
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Ifyou study Figure 40.7, you can guess that Metro is going 
to apply a jeweled effect to intense styles and Paper will 
apply a texture to moderate styles. Technic offers a glow 
around the moderate styles. Module uses a double-line for 
simple styles. You are certainly wondering why you should 
care, This becomes important when you want to design 
your own theme, 
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Designing a Theme to Match Your Company Colors 


Microsoft allows you to create new themes. You can share these themes with others in your 
company. Thus, you could create a company theme with your company colors. Or, you could simply 
mix and match fonts from one theme, colors from another theme, and styles from a third theme. 


Creating a Theme by Mixing and Matching 


On the Page Layout ribbon, use the Colors, Fonts, and Effects dropdown to define a new theme. 
Choose Colors from the Verve theme, Fonts from the Apex theme, Effects from the Opulent 
theme. 


On the Themes dropdown, choose Save Current Theme. Save the theme as MyTheme. A theme 
gets saved as a file with a thmx extension. Excel will automatically save the file in the appropriate 
folder, usually %appdata%\ Microsoft VTemplates Document Themes. 


The next time you start Excel 2007, your theme will be in a built-in section of the Themes 
dropdown, 


Sharing Your Theme with Others 


Open Windows Explorer. In the address bar, type %AppData‘é and press Enter. Excel will find the 
application data folder for your operating system. From there, browse to Microsoft, then Templates. 
You will see the theme that you saved, stored as a .thmx file 


You can copy this thmx file and save it in the similar folder of every computer in your department, 
and everyone will have access to the same theme. 


Creating a Theme to Match Your Company Colors 


While you are allowed to customize colors and fonts in your theme, you must start with one of the 
20 built-in effects. 


Open the Effects dropdown in the Page Layout ribbon. Choose one of the 20 built-in effects themes. 
Read the paragraph after Figure 40.7 to understand how the thumbnails work. 


Your theme will need a title font and a body font. If your company has a font that is used to render 
your logo, this is appropriate for the title font. (Visit www.Chank.com if you need a custom font 
designed to match an existing logo). For the body font, you should choose something simple such. 
as Cambria, Arial, or Times. 


To specify the fonts for your theme, use Page Layout-Fonts-Create New Theme Fonts, Specify the 
font to be used for titles and body copy. 


Choosing colors for the theme is more difficult. You need to specify a color for text and titles (black 
works great...), a color for text and titles on a dark background (white?), a color for hyperlinks and 
followed hyperlinks, and then 6 accent colors, The accent colors are the colors that will come up 
again and again in charts, SmartArt, shapes, WordArt, ete. Use your company logo colors for the 
first accent colors, Unless your company has six accent colors, you will need ta find complementary 
colors for your logo colors. There are free tools on the web for finding complementary colors. Go to 
Google and search for “Complementary Color Tool" 
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On the Page Layout ribbon, choose Colors, Create New Theme Colors to display the dialog in 
Figure 40.8, For each color, choose the dropdown and then More Colors. You can specify the Red, 
Green, Blue components for the selected Color (see page 91 for assistance with color codes). 


Figure 40.8. et ew Thee Cars 
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Finally, use Page Layout, Themes, Save Current Theme. Specify a name for the theme (perhaps 
your company name?) 


When you restart Excel, you will be able to choose your custom theme from the dropdown. The 
document, charts, graphics will all use colors from your company logo. (Figure 40.9) 


Figure 40.9 
A custom theme using 
the MrExcel colors. 


‘Themes are a great tool for branding documents from Word, PowerPoint and Excel into a single 
cohesive document, 
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